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PEE, AA BY 


CHICAGO 
TO ATLANTA 


$135 


CLEVELAND 
TO PITTSBURGH 


60: 


SEATTLE 
TO HOUSTON 


$2.20. 


Long Distance Rates Are Low. These are the daytime Station-to-Station rates for the first three minutes. They do not include the federal excise tax. 
Long Distance rates are even lower after 6 o'clock every night and all day Sunday. 


Long Distance quickly puts you im touch with just about 
anyone, anywhere. 


Every move 


° It eliminates “hit-or-miss” sales tips by arranging ap- - 
pointments in advance. Helps you keep m regular touch with - 
ke b out-of-town customers. Clears up questions and complaints. : 
; you ma YY Simplifies buying. Speeds deliveries. 


And because telephone contacts are friendly and personal, 


they help create a fecling of good will at both ends of the line. 
LONG DISTANG To get more things done, more quickly, reach for the 

telephone. 

Long Distance Doesn't Cost—It Pays 


Saves time We have some specific suggestions for the profitable use of Long 


Distance in Sales, Purchasing, Administration, ‘Traffic, Produc 


or mone tion, Engineering and Accounting. A call to your Bell Telephone ial 
"y Business Office will bring a representative to discuss them with you, i 5 


7 


BELL TELEPHONE SYSTEM A 
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TEmpleton 8-5900 rr NEW YORK: 305 EAST 63rd streET BOSTON: 150 CAUSEWAY STREET + Richmond 2-1800 
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ROUND like the records which 


Bln esti P 


management © 


ee AFG 


are going to pay the cost of it 
will be the new office building 
for Capitol Records. 


Internationally known  archi- 
tect Welton Becket, of Welton 
Becket, F.A.1.A., and Associates, 
designed this thirteen-story struc- 
ture to be put up at Vine and 
Yucca Streets in Hollywood. 


Be it noted also that Mr. Becket 
is architect for two of our “Office 
of the Year” Merit Award win- 
ners—General Petroleum Corp., 
Los Angeles (1950) and Stan- 
dard Federal Savings & Loan 
Association, Los Angeles (1954). 


Office Methods, Equipment, Personnel, and Purchasing 


Sponsor of the “Office of the Year" Awards 


october, 1954 


Volume XV No. 10 


in this issue 


More and better offices! (Editorial) ..........-.-.-. 13 


Blueprint for office performance standards-.-- -- 14 
by Herman Limberg 


Does your correspondence sell the company?:------ 17 
by R. G. Buckley 


“Offices of the Year" —1954 -------- sce eee ence ees 
AMA reviews new tax law at special meeting --- >>> >> 


Methods improvement is everybody’s job... --- ++ >>> 
by G. Emmett Dunn 


From factory to office at Parker Pen --.----.--6 05>: 
It’s fifty years for the National Business Show. ----- 


New products at the Business Show .-----)------>>: 


Tools of the office series TUTTE ECLUPECRLORE ECE 


This month: Filing cabinets, transfer cases, office 


safes 


M. A. Geyer, President; Donald McAllister, Vice- 
President and General Manager; Thomas V. Murphy, 
Editor; Hugh Ward, Advertising Director; John M. 
Smythe, Midwest Manager; Robert M. Smith, Man- 
aging Editor; Robert Beeman, Walter A. Kleinschrod, 
Alvin M. Hattal, Marguerite Polyniak, Robert G 
Black, George A. Tice, Associate Editors. 


Advertising Staff: James E. Neary, Jr., Advertising 
and Business Manager; Fred Steinhilber, Charles B. 
Rosengren. Circulation: M. T. Weeks, Manager. 
Production Department: James V. Quirk, Manager; 
Milton Sharon, Assistant Manager. Art Director: 
Joseph Hochfeld. 


et te, 
Member of th. 
Audit Bureau of Circulations ¢ A 
*eosa®® 
Pd 
Member of ey AbD : 
Associated Business Publications J NA 
‘oe 


Published monthly by GEYER PUBLICATIONS 
Andrew Geyer, Inc., Publishers since 1877 
212 Fifth Ave., New York 10, mMUrray Hill 9-4411 


branch offices 


Boston 10, 212 Summer St., Room 6(, (Mancock 6-5390), Charles G. Kretschmar; Chi- 
cago 1, 228 North La Salle St. (State 2-2911), John M. Smythe, William Murray, Richard 
P McClanahan; Los Angeles 5, 3257 W. 6th St. (Dunkirk 7-6149), Chris Dunkle & Associ- 
ates; Editorial Representative: J. Richard lander; San Francisco 5, 681 Market Se (Douglas 
2-2597), Alexander Rattray; Dallas 4, 2909 Maple Ave. (Randolph 3833), Joe Sanders 

Subscription: $3 a year in United States and in possessions, Canada, Mexico, Cuba, Central 
and South America. Other countries $9 a year. Single copies 35¢. Copyright 1954 by Andrew 
Geyer, Inc.; all rights reserved. Also publisher of Geyer's Topics, Who Makes li and W here, 
The Gift and Art Buyer, and Sports Age. 

Please give 60 days’ notification of any change of your address. 


Reentered as second class matter June 29, 1953, at the Post Office at New York, N. Y., 
under Act of March 3, 1879. 
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‘| Baltimore Business Form 
does the work of 2! 


Until recently a large wholesale distribu- Business Forms are designed to fill 
tor used separate orderand invoice forms, specific business requirements. 

had a lag of from five to ten days between . : ; 
delivery and billing. Baltimore Business Since 1916, our design and manufacturing 
Form experts considered the problem, experts have solved countless problems 


designed and recommended a single form. ie A sige over 60,000 of the nation’s 
Result: Same-day billing, one form, less T ing business houses. Their wealth 
cash tie-up, less costly office routine. of experience ideally qualifies them to 

. help you. Remember, often a single sug- 
WHAT'S YOUR PROBLEM? Leading gestion may save hundreds . . . even 
department and retail stores, whole- thousands... of dollars for your com- 
salers, delivery services, manufacturers, pany. So re-evaluate your present 
banks... all have found that Baltimore system in the light of today’s constantly 
Business Forms save time, trouble and changing conditions. Let one of our 
money. Why do these forms effect such Business Form specialists help you in 
important savings? Because Baltimore solving your business forms problems. 


BALTIMORE BUSINESS FORMS 


Saving time and reducing costs in business and industry 


The Baltimore Salesbook Company 


7 
The Baltimore Salesbook Company ! 
3134 Frederick Avenue— Baltimore 29, Maryland ! 
We are interested in seeing samples of Baltimore Business Forms. 
Name eee eee eereresseeseee FREER EERE EERE EEE HEHEHE EEEEETEHEE HEHEHE | 
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_ Employ Handicapped Week 


to be observed Oct. 3-9 
The tenth “National Employ the 


| Physically Handicapped Week” will be 
| celebrated by a “National Kick ft 


Dinner” to be held in the National 


| Press Club Ballroom, Washington, on 


October Ist. The week of October 3rd 
to 9th has been designated as National 
Employ the Handicapped Week by 


| President Eisenhower. 


Paul A. Strachan, president of the 


| American Federation of the Physically 


Handicapped, Inc., 1370 National Press 


| Building, Washington, is the author of 


the original congressional resolution es- 
tablishing “NEPHWEEK” on an an- 
nual basis. Sponsored by Senator 
Harley M. Kilgore, of West Virginia, 
and Representative Jerry Voorhis, of 
California, the resolution was unant- 
mously adopted by both houses of 
Congress and signed by President Tru- 


| man on August 11, 1945. The week 


has been observed annually since that 
time, the first week in October each 
year being selected in accordanée with 
the provisions of the resolution: 
“Each year this week dramatizes the 
growing and acute problems of the phy- 
sically handicapped,” said Mr. Strachan. 
“We want to stress to employers that 
qualified physically handicapped men 


_and women can, through selective 


| placement, do a good job.” The AFPH, 


a non-profit organization, is devoted to 
improving the lot of the handicapped 
through pointing out to employers how 
handicapped individuals can be effec- 
tively employed, by working for appro- 
priate legislation, by providing special 
services to assist the handicapped, and 


| in other ways. 


Wisconsin U. plans sessions 
for office managers 
A series of six one<lay conferences 
for office managers has been scheduled 
by the University of Wisconsin, to be 
held in Milwaukee during the next 
seven months with the cooperation of 
The Wisconsin Mfrs. Association. 
The first conference, to be given on 


| October 19th, will discuss “Why Office 
| Managers Succeed or Fail,” and will be 
| conducted by Dr. Fred A. Replogle, 


partner, Rohrer, Hibler, and Replogle, 


| of Chicago. 


OFFICE MANAGEMENT 


“How to Plan Training for New 
Office Employees” will be the topic of 
the second conference, planned for No- 
vember 16th. The conference leader 
will be Lincoln M. Lenzi, training di- 


(To page 8) 
October, 1954 
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HAA O4.. DICTATION 


MODERN! LOWEST COST! 


Paperwork f-l-o-w-s with new pushbutton dictation. You pick up a phone, 
push a button and dictate. It’s as simple as that! And you do it at your con- 
venience. Handling paperwork becomes a new experience in timesaving 
efficiency never before thought possible. And with PhonAudograph III you 
get new, premium features at lowest cost ever! For an eye-opening demon- 
stration showing how Gray PhonAudograph III can be effectively applied 
to your paperwork problems . . . save you money as no other system can — 
call your Audograph dealer today, The Gray Manufacturing Company, 
Hartford 1, Connecticut. 
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and OFFICE-ettes* 


are a system of partition- 
ing panels plus integrated 
Desk Units that can be 
turned into a complete 
office workroom in minutes 
without any special labor. 
They are designed scien- 
tifically from the start to 
meet every requirement of 
the perfect packaged office 
...and all these Arnot prod- 
ucts can be used free-stand- 
ing or in an integrated, 
completely flexible set-up. 


AETNA STEEL PRODUCTS CORPORATION 


Because there’s more change and chang- 
ing going on in an office today than ever 
before, you'll find it worth-while to inves- 
tigate OFFICE-ettes’ and PARTITION-ettes’ 
sleek, contemporary good looks and cha- 
meleon-like efficiency—their ability to pro- 
vide complete enclosures in an almost 
endless variety of shapes and sizes, utiliz- 
ing the proper combination of parts. With 
the unique Arnot system, you can set up 
an office within an office as easily as you 
move furniture. These fine Arnot products 
are available at your office furniture 
dealer, or write 


11 Meg Pat Pending in steet oF wood, with or without 
bandtros! or clear glass 


* Leensed under DuPont Patent In stee! or wood 


PROBUCERS OF the mew Arnot 


Fomtwe, Mesptal and Laboratory 
Caewpmen!, Under Counter Band 


tno f | aRNOT-JAMESTOWN DIVISION vk fie At a 


Jamestown, New York pseiss fem, hts Seay. oe td 
3 é aa kc ice Parts (Aetnawel) 


OFFICE MANAGEMENT 


| rector of The Mead Corp., Chillicothe, 


| Ohio. 


On February 15th, the subject will 


| be “How to Know Your Office Costs.” 


J. McCall Hughes, vice president and 
controller, Mutual Life Insurance Co. 


| of New York, will be the conference 


leader. 

“How to Analyze Office Systems, 
Procedures, and Forms” is the title of 
the fourth conference, which is set for 
March 15th, under the guidance of 
Joseph C. Moquin, training coordi- 


| nator and industrial engineer, Ord- 


nance Management Engineering Train- 
ing Program, Rock Island Arsenal, 
Rock Island, Ill. 

The fifth program, on April 19th, wil! 
be devoted to the subject, “How to Mo 
tivate Employees to Do a Better Job.” 
This conference will have as its leader 
Dr. Gilbert Brighouse, chairman of the 
Department of Psychology, Occidental 
College, Los Angeles. 

Electronics in the office will occupy 
the attention of the conferees at the 
final conference, scheduled for May 
17th. H. F. van Gorder, director of 


| the Methods Planning Division, United 
| States Steel Corp. of Pittsburgh, will 


lead a discussion on “Integrating Office 


| Operations for Electronics.” Mr, van 


Gorder was a leader in U. S. Steel’s de- 
velopment of its new “automatic office,” 
which was described in detail in the 
March and April issues of Office Man- 
agement. 

Information on the series is available 
from the Industrial Management Insti- 
tute, Box 2098, Madison 5, Wis. 


Burroughs adds electronic 
manufacturing facilities 
Burroughs Corp., of Detroit, has re 

cently acquired Haydu Brothers of 
New Jersey, manufacturers of electronic 
tubes and components, located at Plain 


| field, N. J. Burroughs President John 


$. Coleman, said, “The Haydu Brothers 
plant will provide manufacturing fa 


_ cilities needed for production of new 


type vacuum tubes and other electronic 


_ components developed in the course of 
Burroughs’ extensive research activities 


in the electronics field.” 


Controllers Institute meets 
in Chicago this month 
The Controllers Institute of America 


will hold its 23rd Annual National 


Conference at the Edgewater Beach 
Hotel, Chicago, Oct. 10-13. The C.LA. 
expects 800 controllers from the United 
States and Canada to attend. 
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Put new efficiency 
on your payroll... 


Get a Bambino! This new small Ozalid® 
copying machine makes extra copies quick, 
cheap, plentiful—speeds copies of accounting 
reports, letters, memos... saves clerical time 
spent in retyping and tedious hand copying. 


THE BAMBINO copies anything typed, printed, 
drawn or written on translucent paper up to 
nine inches wide, any length. It reproduces 
instantly on chemically coated Ozalid paper, 
fabric, or film—makes a letter size copy for less 
than two cents, in less than a minute. And 
can do 200 copies an hour! Needs no stencils, 
plates, inks, developing baths, delivers prints 
dry and clear. 

Little larger than a typewriter, the Bambino 
is electrically operated, can be used anywhere, 
by anybody without special skill or experience. 

Economically priced at only $410, 
the Bambino soon pays for itself in 
even the small office. 

Call the nearest Ozalid distributor 
(see phone book) for a demonstration. 

Or write for free brochure to 183 
Ozaway, Johnson City, New York. 


ae = ore nite Se inter oa 


= S 


OZALID—A Division of General Aniline & 
Film Corporation... From Research to Reality. 
In Canada, Hughes Owens Company, Ltd., Montreal. 


copying machine for the office 
October, 1954 OFFICE MANAGEMENT 
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the Pen that pill itocl 


Fountain-base automatically fills pen every time pen is returned 
to socket. Pen writes full page or more at each filling. 


Choose 


the right point for the way 
you write .. . by number. 


Finger grip f, an 
never touches ink. No chance YY FEN 
for ink to touch you. 4 / REPLACE... HERE'S 


Point instantly 
interchangeable and renewable. 


More than 28 / 
point styles. Ry Jf = 
VA ZL seer" 
y 2668 Aeswhal w-sile ng 
oe | 
2442 Time Skule 


tol 


hes 


93148 Broad Stub 
— i 
2556 Ze ea ane - 


Fountain-base “ink-locked” 
against accidental spillage. 
Only the pen unlocks 
the ink. 


Fountain-base holds 
40 times more ink than 
ordinary fountain pen. Won't leak. 
Won't flood. Easy to clean 
as a Saucer. 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
COPYRGHT 1986 MADE IN USA, 
gues “peveseneen The Esterbrook Pen Company of Canada, Ltd. CANADA AND 


rem COMPANY 92 Fleet Street, East; Toronto, Ontario ENGLAND 


10 OFFICE MANAGEMENT 


AMA office management 
conference announced 
“Methods and machines to lift cler- 
ical productivity” will be the theme of 
the office management conference to be 


| held at New York’s Hotel Astor, Oct. 
| 20-22, under the sponsorship of the 
| American Management Association. 


The conference will examine new 


| developments both in machines and in 


methods for training personnel. The 
problem of evaluating new machines 
and methods against established proce 
dures and keeping them in balance 
will be given particular study. 
Executives and office administration 
experts from such organizations as Gen 
eral Electric Co., Franklin Life Insur- 
ance Co., International Business Ma 
chines Corp., Remington Rand Ine., 
Detroit Edison Co., Connecticut Gen- 
eral Life Insurance Co., U. S. Rubber 


| Co., and others will conduct the pro 


gram. 
The conference will consider subjects 


| in connection with cost reduction, elec- 


tronics in the office, increasing clerical 


»roduction, organization, space plan 
| | 8 


ning, and policy. Cost reduction topics 
include: “How to Organize a Cost 
Reduction Program,” “Cost Reduction 
Through Work Simplification,” and 
“Supervisors” Attitudes and Cost Re- 
duction.” 

In the field of electronics, discussion 
topics will be: “The First Actual Use 


_of Computers in Clerical Manage 


ment,” “The Computer at Work on the 


| Payroll,” “Programming the Computer 
for Clerical Production,” “Thinking 


Through Computer Acquisition,’ “Us- 
ing a Computer Service Center,” and 


| “Computers and People.” 


Other lectures will be devoted to 


| “The Administrative Function—A 
| New Pattern,” “Programming for a 
g 


New Office Building,” and “People and 
Policy—a Challenge to Management.” 
In addition, a panel will report on cer- 


| tain actual programs now in use in in 


dustry for increasing clerical produc- 
tion. 

The American Management Asso 
ciation, sponsor of the conference, has 


| its headquarters at 330 W. 42nd St., 
| New York. 


Research Institute expands 
The Research Institute of America, 

to accommodate its expanding research 

and editorial facilities, has opened new 


headquarters in the Research Institute 
Building, 589 Fifth Ave., New York. 
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Smead’s TELL-I-VISION Filing Index 


REG. U.S. PAT. OFF 


SMEAD'S TELL-I-VISION FILING INDEX is equally 
adaptable to small, medium or large installa- 
tions. The basic principle is sound. It reads like 
a book—from left to right. 


You first locate the notation or subdivision of the 
alphabet, on the guide, nearest the name you 
wish to find. You then tip the guide forward, 
making a working space, in which to find the 
desired individual folder. If the individual folder 
with the name desired cannot be found you follow 
through to the green miscellaneous folder, which 
is at the end of the individual folders and pre- 
ceding the next guide. The miscellaneous folders 
hold the papers of the occasional correspondent. 
If the desired correspondence is not there you 
know this is a new correspondent and the material 
should be filed in the miscellaneous folder up to 
such time as it contains 6 or 8 papers, at which 
time it will warrant an individual name folder. 
Approximately 80% of your reference will be 
made to the individual folders. Should any one 
individual folder contain more than 40 papers 
you should prepare another individual folder, 
dividing that correspondence into monthly or 
quarterly periods. 


The same number found on the guide, behind 
which they will be filed, should be placed on all 
individual name folders. The purpose of this 
number is to save time in refiling by matching 
numbers. It simplifies reference because all odd 
numbers are on blue tabs and all even numbers 
are on orange tabs. 


You Look Alphabetically and Put Back Numerically 


The double purpose of the miscellaneous folder 
is to become the guide in the transfer cabinet 
when correspondence is moved at transfer time. 


The last step in centralizing the filing system is by 
using the OUT GUIDE. This OUT GUIDE replaces 
a folder which has been removed from the filing 
cabinet. A 3” x 5” REQUISITION card is signed 
and inserted in the OUT GUIDE pocket. This tells 
who has the correspondence. Should the same 
folder be desired by some other party, while it 
is still out of the file, a small WANTED card is 
placed in the pocket of the OUT GUIDE. This will 
designate to whom this folder should next go. 
When the folder is finally returned to the file the 
REQUISITION card and the OUT GUIDE are re- 
moved. The REQUISITION cards are then filed 
in the card cabinet, indicating that the corre- 
spondence has been returned to the file. 


No Lost Files...No Lost Time...No Arguments... 
No Confusion 


We recommend that our heavy, 20 point Smead- 
fibre folders, with green celluloid angled tabs in 
the center position, be used for the miscellaneous 
folders. These are the de luxe folders which 
better withstand hard, constant use. At the 
end of the year, when the files are transferred, 
they are moved ahead of the individual folders 
and serve as the index to the transferred ma- 
terial. The guides remain in the file and a new 
set of miscellaneous folders are placed in the file 
for the coming year. New individual folders are 
then prepared for those names which you know 
will continue to be active. When material ex- 
pands to such a point that a larger break-down 
of an index is required, you merely add the 
necessary number of guides and miscellaneous 
folders, remove the old inserts and insert the 
new and larger set of sub-divisions in both the 
guides and miscellaneous folders. IT GROWS 
AS NEEDED. 


SMEAD MANUFACTURING COMPANY, INC. 


HASTINGS, MINNESOTA 
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OFFICE MANAGEMENT 


Excavating for the new Socony Vacuum offices in New York 


More and better offices! 


TESTIFYING both to the continued prosperity of American business and its 


faith in the future is the widespread and ceaseless construction of office space 
which has been going on in this country since the end of the war. Even 
in a city of offices like New York, first to experience in a big way an over- 
flow of offices into suburban areas, business presses on with bigger and bigger 
office projects, such as the huge block-square building being erected for 
Socony Vacuum in the East 42nd Street area and the newest “tallest building 
in the world” proposed by Messrs. Young of the New York Central Railroad 
and Zeckendorf of the real estate firm of Webb & Knapp to replace the Grand 
Central Terminal Building itself. 

The real news to the office is not so much that space is unfailingly being 
made available for expanding office needs, but that the space so provided 
is so well designed for the use of the offices it will house in this era when 
office systems, methods, procedures, and equipment are in an inspiring state 
of transition promising new highs in the efficiency of office performance. 

This alertness on the part of office designers to the new needs and oppor 
tunities of the offices which will occupy the buildings could not be demon 
strated better than in the six offices figuring in this year’s “Office of the Year” 
Awards, to be described and pictured in detail in the November issue of 
Office Management. We hail a trend increasingly evident in each annual 
group of the total of thirty notable American offices which have been honored 
since the establishment of our Awards! 
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Blueprint for office performance standards 


by Herman Limberg 


Chief, Training and Education Section, Division of Analysis, New York City Bureau of the Budget 


THE CONTINUING INCREASE in the volume of office 
work and in the number of office and clerical workers is the 
basic factor in the ascension of office management to a level 
of importance equal to, if not higher than, other areas of 
management. 

Between 1870 and 1940, the number of clerical workers 
in the United States increased 1500 per cent, while the total 
working force increased less than 400 per cent. From 1940 
to 1950, the number of clerical workers rose by approxi- 
mately 47 per cent, while the total working force rose by 
only 24 per cent. In 1870 the ratio of clerical to total work- 
ing force was 2.4 per cent, whereas in 1950 this ratio was 
12.2 per cent. 


Dr. Limberg, who is also coordinator of New York 
City’s forms control and records management pro- 
grams, served as an industrial consultant with the War 
Production Board, and has been « lecturer on man- 
agement at the College of the City of New York, and 
on systems and procedures at New York University. 
He served as chairman of the AMA workshop seminar 
in Reeords Management and Forms Control this 
August. 


This continuing growth has created problems stemming 
from difficulties in recruiting competent personnel and 
from the upward spiraling of administrative and overhead 
costs of expanding office functions. To cope with these 
problems administrative management techniques have been 
developed and applied with encouraging and significant 
results. Organization planning, methods and procedures 
studies, work simplification, standardization, records man- 
agement, forms control, mechanization and automation 
have proven the need for and effectiveness of scientific 
office management. 

An essential phase of scientific office management, which 
has only recently been accorded serious consideration, is the 
development and use of performance standards for plan- 
ning and controlling office work, determining office person- 
nel requirements and evolving standard office costs. Per- 
formance standards also facilitate the fulfillment of super- 
visory responsibilities in human relations by providing clear 
and understandable objectives as well as bases for defining 
a fair day’s work and evaluating employees’ accomplish- 
ments and effectiveness. 

Since measurement is a fundamental of all science, the 
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Brief description of tasks or duties 1 End Products® 


DAILY WORK DESCRIPTION 
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General activities perfermed* 


WORK DISTRIBUTION CHART 
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EMPLOYES'S DAILY PERFORMANCE REPORT 
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Work Unit 
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Forms used in work measurement program 


scientific development of performance standards cntails the 
measurement of the work for which such standards are to 
be established. 
terms of time (in minutes) required to complete a single 
unit of measurable work. There are three methods of 
work measurement for the development and establishment 
of standards of performance or output. These ate time (or 


Performance standards are expressed in 


stop-watch) studies, synthetic time studies (motion-time 


analyses), and statistical work measurement using records 
of past performance. 


Except in those cases in which a basis for an incentive 
wage is sought, time studies are generally not recommended, 
at least in the initial phases, for office and clerical work, 
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because of the expense involved and the resistance shown 
by white collar workers. While the use of synthetic data is 
more widely acceptable than stop-watch studies in the office, 
it is a relatively expensive and complex process, particularly 
in introducing and gaining acceptance of a work measure 
ment program. For the purpose of initiating a program of 
clerical work measurement, the development and use of 
statistical reports of work performed offer the simplest, 
least costly and most effective method. After the statistical 
reporting method has served to establish a continuing work 
measurement program, necessary refinements may be made 
through application of either or both of the other two 


methods. 
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The installation of a work measurement program should 
be preceded by organization and procedure studies. The 
organization study will define functions and their proper 
groupings and will establish clear lines of authority, re- 
sponsibility and coordination. The procedure survey wiil 
produce standard methods of operation upon which per- 
formance standards should be based. (For optimum effec- 
tiveness and significance, simplification and standardization 
of methods and procedures should precede establishment ot 
work standards.) In effect, the organization and procedures 
surveys constitute the first and second phases of a work 
measurement program. Several of the forms prescribed for 
use in the work measurement plan described in this article 
may be used in conducting the organization and procedures 
studies. (These are the Work Description, Activity List, and 
Work Distribution Chart.) 

A significant aspect of the proposed work measurement 
plan is the democratic basis upon which it is developed. It 
requires the active participation of every employee as well 
as the supervisory echelons. Every worker likes to know 
how much and how well he is doing, and he also wants his 
supervisor to have this information. A method which all 
employees can understand and use in compiling such infor- 
mation is generally accepted without difficulty. 

In getting the program started, it is essential that the objec- 
tives and benefits to both management and personnel be 
clearly and fully explained. Responsibility for the entire 
program and the necessary follow-up should be assigned to 
a staff official or executive designated by top management. 
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SUPERVISORS DAILY PERFORMANCE REPORT 


To insure the accuracy of the data to be recorded by 
the workers themselves, it is necessary only to point out 
that such information will be used to develop standards of 
output to be used in determining each employee's accom- 
plishments and effectiveness, as well as in management 
planning and control, Standards based on inaccurate data 
may result in serious consequences to all concerned. Em- 
ployees will welcome this opportunity to take an active part 
in achieving better management. 

The most important factor in any work measurement 
program is the work unit, which is the common denomina- 
tor for gauging production. Work units must be carefully 
selected and defined, and should most adequately reflect 
the type and volume of work performed. They should be 
simple to understand, identify, count and record; and uni- 
form in definition and scope for cach related application. 
Wherever possible, work units should be defined in terms 
of a by-product of an essential operation (such as a tally of 
forms or cards processed, a count registered on a mailing 
machine, etc.). 

The first step in the development of the work units is 
the recording by each employee of the end product of each 
duty or operation regularly performed. The second step is 
the supervisor's recording of the end product of each activity 
of his organizational segment. These end products repre- 
sent the gross results of expended effort. For example, the 
vouchering activity produces a completed voucher as an end 
product, the checking operation will produce a document 

(To page 83) 
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Does your correspondence sell the company? 


by R. G. Buckley 


Comptroller, Bryn Mawr College, Bryn Mawr, Pennsylvania 


IT IS AMAZING how many large and supposedly up-to 
date institutions in both business and education tail to 
realize the great importance of the kind of letters written 
by their employees. And this oversight is shared by many 
in high positions. 

Business houses spend millions of dollars in various forms 
of advertising to cultivate the friendship of the public. Yet 
from those same offices are sent letters that fail to achieve 
the hoped for results for one or more of many reasons. For 
instance, often they are not even clear as to what they are 
trying to accomplish; or they ramble around and don’t 
arouse sufficient interest; or worst of all, even if the letter 
does, apparently, get results, the wording is such as to make 
the recipient feel less friendly toward the writer and his 
house than he did before. 

Too many persons entrusted with the handling of corre- 
spondence are apt to feel that it doesn’t make a whole lot 
of difference about the planning and wording of their 
letters, because “I’m not trying to sell anything.” This atti- 
tude is just as wrong as would be the feeling that it's not 
important that one’s spoken languaye be friendly, courteous, 
well phrased. 

Every letter that is written is a sales letter, for the simple 
reason that every letter makes some impression on the per- 
son who reads it. 

Aside from the technique of framing a good letter, which 
will be touched upon in a moment, there are two _ basic 
fundamentals that should have prior consideration. The 
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first is to be sure that your position is thoroughly justified, 
If there is the slightest suspicion ia your own mind that 
you are trying to “put something over” on the other fellow, 
don’t write until you are certain that you have taken his 
point of view into consideration as completely as your own, 

The second fundamental will follow from the first—be 
sure you can write in a friendly rather than in an argu 
mentative manner. Remember that whether your corre- 
spondent agrees with you or not, whether he does what you 
desire or not, you want the result of your correspondence 
to be a feeling of friendship for you and confidence in your 
motives. 

There isn’t space here to dwell at length on the modern 
technique of letter writing. There are several good books 
on this subject, and two or three dollars and a couple of 
hours’ time will make anyone a more effective correspond 
ent, Most of them boil down to these few general rules, 
which apply no matter what the object of your letter 
may be: 

Plan the letter to guide the reader's thought in this 
direct line: 

First, get his attention; 
Then, arouse his interest; 
Quicken his desire; 
Establish and strengthen his conviction; 
Secure his action. 
Every letter should be focused on one central point. It 
(To page 87) 
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Office of the Year (for offices designed for 500 or more employees): General Foods Corp., White Plains, N. Y. 


“Offices of the Year’—1954 


f. 


«" 5) “ ry 
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HERE PICTURED are views—as seen from the outside— 
of the six offices winning in this year’s “Office of the Year” 
Awards, (The office of being 
located in one of New York City’s biggest office build 
ings, we show a view of the building itself as well as the 
real “outside” 


Columbian Carbon Co., 


of the office—its attractive entrance lobby.) 
Full sets of pictures and complete details about these 
offices are in preparation for the November issue of Office 
“Office of the Year” issue. 
The editors are confident that the November issue, con- 


Management—the annual 


centrating on these notable examples of offices designed for 
peak efficiency and staff well-being, will be a memorable one, 
worth the careful attention of our readers. 


Awards of Merit (for offices designed for 500 or mere 
employees) : 


Left: Celanese Corp. of America, Charlotte, N. C. 


Below: Utica Mutual Insurance Co., New Hartford, N. Y. 
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Office of the Year (for offices designed for up to 500 employees): Columbian Carbon Co., New York. At right: the new 
building at 380 Madison Ave., where the prize-winning offices are located. 


Awards of Merit (for offices designed for up to 500 
employees): 


Above: Standard Federal Savings and Loan Association, 
Los Angeles. 


% ' ee a Wit ies is il Left: The Thomas & Betts Co., Elizabeth, N. J. 
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Marion B. Folsom, Treasury Undersecretary, opened the tax session 


AMA reviews new tax law at special meeting 


THE NEW internal revenue code, designed primarily to 
revise taxes, not reduce them, will permit companies with 
fluctuating earnings a longer period in which to absorb 
losses, will make it possible for small businesses without a 
regular budget for research to deduct research expenditures 
safely for the first time, and will serve to make private 
business investment more attractive in a number of ways, 
Marion B. Folsom, Undersecretary of the Treasury, declared 
at an American Management Association briefing session 
on the new tax law, August 19-20. 

Other speakers analyzed the significance of the new Fed 
eral tax code in terms of pensions, profit-sharing, and stock 
options; depreciation, loss, carry-over, and dividend relief. 

Mr. Folsom, who was the opening speaker at the A.M.A. 
meetings, held in New York at the Hotel Statler, said chief 
purposes of the major overhaul of the tax code were to 
remove inequities, reduce restraints on economic growth, 
close loopholes, and clarify the law. Business taxpayers gain 
a much greater latitude in the selection of methods of de 
preciation, and are allowed a more rapid writeoff of the tax 
basis of property, he asserted. 

All taxpayers under the new code are permitted the op- 
tion of deducting expenses for business research currently, 
or capitalizing them and writing them off over a period of 
five years, he declared, even though they do not have a 
regular research budget. 

The period for the carryback of business losses is extended 
from one year to two, Mr. Folsom explained, thus providing, 
with the five-year carryforward, a period of eight years for 
absorbing a business loss on tax returns. He pointed out 
too that the additional carryback increases the possibility of 


20 


immediate relief through tax refunds when a business is 
losing money and is most in need of capital. 

In listing loopholes closed by the new code, the under 
secretary mentioned the ending of the provisions which 
made it possible for a successful corporation to lower its tax 
liability by buying a corporation which was losing money. 
The new law eliminates the carryover when more than 50 
per cent of the stock of the loss corporation is purchased by 
new owners within a two-year period, and the loss corpora 
tion does not thereafter continue in the same business. 

The second speaker, Weston Vernon, Jr., of Milbank, 
Tweed, Hope and Hadley, New York, in discussing depre 
ciation provisions of the new law, said that a taxpayer now 
has the option of taking depreciation “under the old straight 
line method, or he may follow the declining balance method 
starting with a rate twice the straight-line rate, or may follow 
the sum of the years-digits method.” 

He warned that, under the new provisions concerning 
depreciation: 

“The statutory framework is such that taxpayers may, i! 
they do not canvass their depreciation picture carefully 
before filing returns for 1953, find themselves committed 
to the use of methods of depreciation which may not prove 
the most beneficial. 

“The importance of the decisions which must be made 
between tow and return time is accentuated by the fact that 
specific provisions of the new law will permit taxpayers to 
use different methods of depreciation for different classes 
of assets.” 

“Prior to the next return time taxpayers must review their 
entire situation as far as depreciation is concerned and make 
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VII. Personal Holding c. 


‘ 
+€6 


(Sections 500 to 503, 


inclusive) 


Undistributed income or perecea) 
holding companies is subject to spe- 
Cial surtax in addition to normal 
corporate tax and surtax. Personal 
holding company is « corporation which 
Gerives 80% of its gross income from 
@ources specified by statute, with Kt 
or more of stock owned by five or fewer 
individuale. In limited cases, specia 
tax may be reduced by “consent dividen: 


certain that they select the most advantageous method to be 
applied to any and all items of newly constructed or newly 
acquired property subject to the new law. It would be un 
wise to delay this review since otherwise inadequate consid 
eration prior to return time may result in irrevocable elec 
tions by the mere act of filing the 1954 return, This is true 
whether multiple or composite accounts are kept for depre 
ciation purposes. 

“In order to minimize the uncertainties with respect to 
the rates of depreciation and the useful life of assets, the new 
law permits the taxpayer and the Internal Revenue Service 
to enter into agreements in writing, under regulations to be 
prescribed, specifically dealing with the useful life and rate 
of depreciation of any property.” 

Mr. Vernon listed as the major changes made by the new 
law in the method of computing net losses: 


(1) An individual may now treat as a part of his net 
operating loss the loss on the sale of all or a part of his busi 
ness assets. 

(2) Tax exempt income does not reduce the net loss carry 
over or carryback,. 

(3) Percentage depletion is deductible in full in comput 
ing the amount of the carryback even though it exceeds cost 
depletion. 

(4) Corporations are entitled to the dividends received 
credit without the limitation relative to total income. 

(5) No adjustments are made in the income for the year 
to which the loss is carried. 

Following luncheon, afternoon speakers discussed “For 
eign Income,” “Corporate Accumulations” and “Pensions, 
Profit-Sharing, and Stock Options,” as affected by the new 
internal revenue code. “Foreign Income” was covered by 
Stanley S. Surrey, Director of the International Program in 
Taxation, Harvard University Law School; “Corporate Ac 

(To page 34) 
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Personal heléing company tax may be 
reported in «ingle return, together with 
income tax, “tatute of | imitations for 
personal hol4iny company tax extended & 
six years if corporation fatis to furnian 
certain information, 

Constant 5% personal holding company 
income test is establiehed, Steck ovner- 
‘hip requirements wubstantially sam ar 

14 lav, except that exempt organizatior 
oy charitable trusts must be counte4 as” 
indtvidual owners. 


Norman Sugarman, assistant commissioner, Internal Rev- 
enue Service, discussed administration of new law. 
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METHODS MEN may be likened to the golfers in the 
illustration, The $1 Methods Man starts okay, but then 
digresses and finally is trapped. His procedure is buried 
and he is out of contention. 

The $3 man attacks the shot with a reckless abandon, 
completely losing sight of the distance, direction and the 
target. This approach to a procedure doesn’t even get off 
the ground. ; 

The $4 man sets his sights okay, but his bail is “pushed” 
into the woods. He had “guessed” wrongly on the elements 
and now he couldn’t see the trees for the forest. 
naturally this approach was stymied by several trees. 

The $2 man studies the contour and grain of the green, 
the direction of the wind, every detaii that might affect 
his shot and then he approaches exactly as planned. Here is 
the organized approach that makes for a successful pro 
cedure. 


Quite 


The obvious conclusion to the foregoing boils down to 
two words, “ORGANIZED APPROACH”—the two key 
words in my Job Assignment $10100. 

To get an organized approach to any problem all elements 
of that problem must be explored. This is best done by con- 
sultation with those people actively engaged in the particu- 
lar activities under study. 

The age of “selling” or “establishing procedure and fore 
ing down someone’s throat” is over. Today, problems are 
resolved by an organized application of common sense. 

It was by this “group thinking” that Hawk-Eye Works 
was able to save $11,500 the first year and reduce an all 


sé 


wecrree 


Methods men may be likened to golfers 


Methods improvement is everybody's job 


by G. Emmett Gunn 
Office Methods Department, Hawk-Eye Works, Eastman Kodak Co., Rochester, N. Y. 


important time factor from 10 to 12 days to 3 to 4 days per 
operation sheet, 

In accepting this assignment, our first step was to dispel 
any unrest which accompanies an investigation or survey 
and build up a confidence among personnel involved. 
“Group thinking” was the answer to this problem. 

Our next step was to explain the “Why” of our survey— 
letting the employee in on the ground floor—refraining 
from criticizing present methods and eucouraging the em- 
ployee to submit new ideas and be part of the “team” to 
establish the new procedure. Procedures thus written take 
on a healthier aspect when lines of communication between 
the author and personnel are kept open. By accepting and 
encouraging new ideas and incorporating their ideas as part 
of the procedure, the worker automatically becomes part of 
the procedure and plays a major role in perpetuating the 
efficiency that eventually becomes routine. 

Our third step was the most important—changing the 
employee over from individual thinking inhibited by tradi- 
tion and habit as it affects his own :ndividual department. 
This type of “resistance” thinking is one of the most formi- 
dable obstacles to procedure improvement and the employee 
must be converted from his complacent acceptance of 
things as they are to organized thinking on a plant-wide 
basis. 

To accomplish this, every phase of the Operation Sheet 
routine was broken down into elements. Time and 
Motion Study was started to determine which elements 
were necessary and which were not. It developed that de- 
partments were constantly checking and re-checking on the 
others (quite innocently, not realizing that the same checks 
were being made against their own departments) and 
setting up what we choose to call “Alibi Files”—records 
that have no value other than to place the blame with 
somebody else. 

Right here Supervision stepped in and cleaned out these 
“nests of extraneous matter.” By suggesting a change in the 
Operation Sheet that would reveal a visual check to all 
departments much needless paper work was saved as well 
as considerable time. 

Next to hop on the “Band Wagon” was the Wage 
Standards Department. One of the employees asked him 
self the simple question—why? Why am I writing an 
HE 570 for every operation that appears on the Operation 
Sheet? Isn't there some way of showing this information in 
an easier way? Our Forms Department was called in and 
after a short trial and error period it was found that the 
back of the Operation Sheet could be utilized to show by 
Operation Symbol all the computations for the operations 
on the front side of the sheet. This meve alone eliminated 
several thousand HE 570’s, the filing oi same, unnecessary 
writing and valuable time and delay. 

Most. delay factors were a result of individual depart- 
mental thinking. Here again supervisors put their heads 
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FLOW PROCESS CHART 


ILLUSTRATION #2 
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Every phase of operation sheet routine was broken down into elements . . .« 


together and came up with a money and time saver. By 
making more and better use of material common to more 
than one department, unnecessary moves, additional writ- 
ing, typing, editing, and checking were eliminated. The 
picture began to take on the aspect of Cinerama—personnel 
were now seeing things they had never seen before and 
even the picture was clearer, with a great deal more back- 
ground. 

Our manuscript copy was now more than just an Opera- 
tion Sheet. It was a complete history of the part. The 
evolution as a result of cooperation on the part of the em- 
ployee and supervision resulted in a sheet that provided, 


in addition to all the required data, supporting detail such 
as: (a) who estimated and processed the job; (b) when 
material was ordered; (c) computations for all operations; 
(d) original estimate quotations. 

All of this information could now be filed in one single 
sheet of paper easily accessible to any other department. 

We feel that our survey was a success because we started 
from scratch and checked the basic principles and funda 
mentals regardless of their seeming unimportance, Often 
times these so-called unimportant little details opened up a 
whole new avenue of approach. Just as a building needs a 

(To page 87) 


OPERATION SHEET 
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- +. and resulting revised Operation Sheet gives complete history of part, includes 
data formerly requiring several different forms 
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A typical executive office 


from factory to office 
at Parker Pen 


ONE YEAR AGO, the Parker Pen Company's offices were 
scattered through buildings in four different locations in 
Janesville, Wis. The company’s main office building, con 
structed 35 years ago, shared space with production facilities, 

Today, Parker has centralized both its manufacturing and 
office activities, increasing the efficiency of all activities. 

Step one in the changeover was construction of the com 
pany’s $4,500,000 Arrow Park factory, completed and occu 
pied last summer, which permitted all manufacturing units 
in Janesville to be moved under one roof, Next the general 
office building was renovated in preparation for consolidat 
ing all office activities. 

Renovation of the building was complete, including in 
stallation of air conditioning, new walls, new windows, and 
lighting. All ceilings were soundproofed, and the entire 
building repaired and repainted, Office space was reat 
ranged according to work activities, with emphasis on pro 
viding private and semi-private working space maximum. 

Office workers are understandably enthusiastic about the 
changes made. Harland Bjerva, head of the firm’s account 
ing department, cites some of the communications advan 
tages of the new arrangement. “Before we were two blocks 
away from the sales and financial departments, the people 
with whom we had to do 99 per cent of our business. Now 
a conference with any member of those departments is only 
a matter of walking down a flight of steps, whereas before 
we had to walk two blocks.” 


Another manufacturing section .. . 
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. ++ has been replaced by the tabulating department. Lighting and painting make a difference 


Centralization—for both manufacturing and offices—has benefited everybody 
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«++ has been replaced by the tabulating department. 
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It’s fifty years for the 


THE GOLDEN ANNIVERSARY National Business Show 
is about to open in New York as this issue of Office Man- 
agement goes to press. The fifty-year-old exposition, being 
held this year in New York’s 69th and 71st Regiment Arm- 
ories, has been honored this year by Mayor Robert A. Wag- 
ner, who has proclaimed the week of the show, September 
27 - October 1, “Business Week in New York City.” 

In his proclamation, Mayor Wagner declares, “the office 
machine and equipment industry, as the ‘industry behind 
the operations of al! industry, whose products have been 
displayed at the National Business Show for the past half- 
century, has played a major role in the maintenance and 
growth of our country’s business and general welfare.” 

Also commemorating the show are hundreds of gold-color- 
ed coins which are being distributed to business leaders 


Business show tickets, being ex- 
amined here by (left to right) 
Harold Russell, manager, Samas 
Punch Card Division, Underwood 
Corp., L. C. Stowell, president 
of Underwood, and Rudolph 
Lang, business show director, are 
printed on punch cards which 
are replicas of Underwood Samas 
Paneh Card. 


26 


National Business Show 


across the country. The coins bear the numerals “69” and 
“71” as a reminder of the 54 show’s dual location. 

More than 240 exhibits are scheduled for the two armories, 
both of which are located in midtown Manhattan, A limou- 
sine service will shuttle visitors between the 7Ist Regiment 
Armory, at Park Avenue and 34th Street, and the 69th, at 
Lexington Avenue and 26th Street. 

Four of the companies which were represented at the first 
National Business Show, held in New York’s old Madison 
Square Garden in December, 1904, are exhibitors again in 
this, its fiftieth year. The companies are: Addressograph- 
Multigraph Corp.; A. B. Dick Co.; Elliot Addressing Ma- 
chine Co.; and Felt & Tarrant Mfg. Co. 

New features at this year’s show include decorations in 
“semi-billboard” style, which are made possible by the un- 
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NOW — positive cleanliness in duplicating —it’s... 


AZO GRAPH 


—a completely new, low-cost way to make copies. 


White collar girls stay clean—even though they 
spend all their time typing duplicating masters 
(and making corrections) now—for the first time— 
their hands are clean when the work is finished. 
Clothes are clean. Typewriters, office equipment 
and desks are clean. And with no need 

for special cleansers or soaps. 


*K For more intormation about AZOGRAPH simply 
clip the Information Request ticket below to your 
letterhead and mail to A. B. Dick Company, 

5700 Touhy Avenue, Chicago 31, Illinois. 


AB DICK 


THE FIRST NAME IN DUPLICATING 


Information 
Request 
See above. 


Dept. a 


Ba 


A.B DICK, 8 and AZOGRAPH are registered trademarks of A. B. DICK COMPANY 
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Peter F. Ryan, president of Royal Typewriter Corp., which is also cele- 
brating its fiftieth anniversary this year, received commemorative coin 
from Mr. Lang. 


obstructed floor space available in the armories, Show ofh- 
cials say that theirs is one of the first major American exposi- 


tions to adopt this type of display. 

“The National Business Show,” Rudolph Lang, show di- 
rector, says, “is our industry's largest annual display of the 
progress made in the field of office equipment, machines, 
and services. It is international as well as national in char- 
acter and last year attracted visitors from 38 foreign coun- 
tries and every state in the union, This year promises to 
top last year’s show in the interest of exhibitors and visitors. 
We have in our Golden Jubilee Show an amazing variety of 
the latest and most important developments in our two- 
billion-dollar-a-year industry, It is sure to be one of the most 
rewarding expositions we have ever held.” 

Exhibitors at this year’s show include: Acme Visible Re 
cords, Inc.; Addo Machine Co., Inc.; Addressograph-Multi 
graph Corp.; Air Associates, Inc.; Joseph A. Alexander & 
Staff; Allen Communications, Inc.; American Automatic 
Typewriter Co.; American Dictating Machine Co., Amer- 
ican Photocopy Equipment Co.; American Press Association; 
Art Steel Sales Co.; Bankers Box Co.; Better Packages, Inc.; 
The Bircher Co., Inc.; Bro-Dart Industries, Charles Bruning 
Co., Inc.; Caleulagraph Co.; Certified Microfilm, Inc.; and 
Chart-Pak, Inc. 

Also, The Cincinnati Time Recorder Co.; Collister Corp., 
Conn. Telephone & Electric Corp.; Copease Co.; Copy Craft, 
Inc.; Cormac Industries, Inc.; Ralph C. Coxhead Corp.; 
Cummington Corp.; Cummins-Chicago Corp.; The Denom- 
inator Co., Inc.; A. B. Dick Co.; Dictaphone Corp.; Dupli 
Voice Co.; Eastman Kodak Co.; Thomas A. Edison, Inc.; 
The Electrofile Corp.; Elliott Addressing Machine Co.; Ex 
ecutone, Inc.; Ferris Business Equipment, Inc.; Fonadek 


Corp. of New York; Friden Calculating Machine Co., Inc.; 
General Binding Corp.; and General Electric Co. 

Also, General Photo Products Co., Inc.; Goodyear Print- 
ing & Stationery Co.; Graphic Microfilm Corp.; The Gray 
Mig. Co.; The Haloid Co.; Hamilton Mfg. Co.; Harris- 
Seybold Co.; The Heyer Corp.; Inter-Continental Trading 
Corp.; Itkin Bros., Inc.; Kleenie Master Co.; Korda Indus- 
tries; The Kybernetes Corp.; Lansdale Products Corp.; Mag- 
gie Magnetic, Inc.; Magnetic Recording Industries; Mailers’ 
Equipment Co.; Harold Mannheimer Organization; and 
Manpower, Inc. 

Also, Marchant Calculators, Inc.; Massachusetts Indemnity 
Insurance Co.; J. Curry Mendes Corp.; Merritt Lacey Corp.; 
Methods Research Corp.; Michael Lith, Inc.; Minnesota 
Mining & Mfg. Co.; The Mirsa Co.; Monroe Calculating 
Machine Co.; ‘The Mosler Safe Co.; New York Telephone 
Co.; The Office Magazine; Office Appliances; Office Man- 
agement Magazine; Offset Duplicator Review; Old Town 
Corp.; Olivetti Corp. of America; and Ozalid. 

Also, Payroll Tax Service, Peerless Photo Products, Inc.; 
Peirce Dictation Systems; Plus Computing Machines, Inc.; 
Polychrome Corp.; Recordak Corp.; Recording & Statistical 
Corp.; Royal Typewriter Co.; Safeguard Corp.; Scribe Corp.; 
Self Winding Clock Co.; Simplex Time Recorder Co.; 
SoundScriber Corp.; Standard Business Machines Corp.; 
Standard Manifold Co.; The Staplex Co.; and Stromberg 
Time Corp. 

Also, Sturgis Posture Chair Co.; Thomas Collators, Inc.; 
Tiffany Stand Co.; Times Facsimile Corp.; Underwood 
Corp.; U. S. Copyline, Inc.; Veeder-Root, Inc.; VISIrecord, 
Inc.; Webster Electric Co.; Widmer Time Recorder Co.; and 
Wood Office Furniture Institute. 
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When you equip your offices 
with Art Metal Desks 
and Chairs fitted to individual job 
functions you will get 


... Sustained work from each office employee because 
working comfort is the first consideration in the design, construction and 
operating features of job-matched Art Metal New Century Desks and Art Metal 
Correct Seating Ofhce Chairs — 
...An end to fatigue caused by needless reaching, bending, and moving around, 
because Art Metal organizes each desk for all-day working convenience. Art Metal chairs provide full 
natural body support with exclusive ‘“Tilt-Action” Seat and “Live-Action” Back — 


... Time saved, errors avoided, work made easier—in short, /ower overall office work cost. 


With the most complete line of executive and general office desks and chairs ever developed, your Art Metal dealer 
or branch can render valuable service in organizing efhcient work stations for your office. Consult the “Yellow 
Pages” under Ofhce Furniture or Office Equipment, or write Art Metal Construction Company, Jamestown .v, N. Y. 


ASK FOR these Art Metal 


aids to efficient organization For 66 years 


and use of office work stations ... f . : the symbol 
: of the finest 


“Manual of Desk Drawer Layout in office 


‘Correct Sitting Posture . ; : equipment 


Art Metal “New Century” Desk . ot : : and systems. 
and Chair Literature : 


GENERAL OFFICE AND EXECUTIVE DESKS + CORRECT-SEATING ALUMINUM OFFICE CHAIRS - FILING EQUIPMENT - WABASH FILING SUPPLIES - POSTINDEX VISIBLE INDEX CABINETS AND SYSTEMS 
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The Rex Recorder, dic- 
tating machine using 
magnetic recording prin- 
ciple, offered by the 
American Dictating Ma 
chine Co., 65 Madison 
Ave., N. Y. Magic Eras 
er erases old material; 
disks re-usable 10,000 
times. 


The Paymaster, a fully au- 
tomatic employee attend- 
ance time recorder, is man 
ufactured by The Cincin 
nati Time Recorder Co., 
1733 Central Ave., Cincin- 
nati. Can be used with any 
time or tabulating card, 
adjusting to complicated 
signal and work shift 
schedules automatically. 


Edison V. P. Voicewrit- 
er, dictating and tran- 
scribing machine, now 
offered in variety of col 
ors, including red, blue, 
two shades of green, 
and grey, Made by 
Thomas A. Edison, Ine., 
51 Lakeside Ave., W. 
Orange, N. J. 
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Graphotype for making 
Addressograph plates 
features typewriter key- 
board composition and 
mechanical plate han- 
dling. One of several 
new machines made by 
the Addressograph-Mul- 
tigraph Corp., 1200 Bab- 
bitt Rd., Cleveland. 


Blackboard and bulletin 
board panels, designed to 
be interchangeable with 
clear or frosted glass panels 
in Office-ettes and Parti 
tion-ettes, modular office 
partitions, are made by Ar 
not Jamestown Div., Aetna 
Steel Products Corp., 730 
Fifth Ave., N. Y. Panels 
can be inserted in existing 
installations. 


Copease Corp., 270 Park 
Ave., N. Y., has a new 
plate maker, with high 
voltage, quick - starting 
fluorescent tubes for ex- 
posing presensitized neg- 
ative or positive mast- 
ers; it can also expose 
diazo paper and make 
photocopies. 


Manufacturers’ report; products making debut at National Business Show 


The Spirit of °76 push 
button spirit duplicator, 
along with new pack- 
ages of spirit and hecto- 
graph carbons and mast 
er units, exhibited by 
the manufacturer, The 
Heyer Corp., 1850 S. 
Kostner Ave., Chicago. 


The Electrosumma Du 
plex Adding Machine, 
offered by the Olivetti 
Corp. of America, 580 
Fifth Ave., N. Y., is a 
ten-key electric model 
with two registers op- 
erating either separately 
or together. Results are 
printed on tape. 


The Bantam-10 Shredmast 
er, designed for office and 
institutional use in destroy- 
ing confidential papers and 
obsolete records, is made 
by The Shredmaster Corp., 
a division of the Self Wind- 
ing Clock Co., Inc., 205 
Willoughby Ave., Brook 
lyn, N. Y. It is electrically 
powered, 
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This ten-key adding 
machine, and a modi- 
fied version designed to 
punch paper tape, are 
made by the Friden Cal- 
culating Machine Co., 
Inc., San Leandro, Cal. 
Window above keyboard 
shows each item entered 
before calculation. 


One of two calculators 
being introduced by the 
Monroe Calculating Ma- 
chine Co., Orange, N. 
J., is this No. 66-N, a 
rotary model capable of 
direct accumulation. It 
has single keyboard and 
automatic dividend 
alignment. 


Ozalid’s No. 800 white- 
printer automatically 
handles copy up to 42 
in. wide at speeds up to 
30 ft. per min. Ozalid, 
of Johnson City, N. Y., 
is also showing Ozalith 
paper and aluminum 
offset plates. 
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“Below are some features you get 
in our new Generalaire. 
Before buying any office desk compare 
it point for point with this line 
and I think you'll find Generalaire 
your best investment.” 


mS od 


leneralaire 


G 


Durable, easy-to-clean Velvoleum or 
Textolite writing surface. 


Space-saving 30-inch depth. 


Aluminum top binding combines 
maximum protection with attractive 
appearance. 


Locking device that saves time and 


effort in operation of pedestal drawers. 


Insulated for quiet operation. 


Self-lubricating nylon bearings for 
easy and quiet drawer movement. 


Wide aluminum pulls protect top 
edges of drawers and reduce reach. 


Complete line of accessories for any 
office jon. 


Ee 3 ee 


Full panel backs for comfort and 
appearance. 


Adjustable to either 29” or 3014” 
height. No movable glides to cause 
vibration. 


Aluminum shoes with non-skid 
rubber foot plates. 

Sanitary leg base for easy cleaning 
and moving. 

Baked enamel finish requires mini- 
mum maintenance. 


Anodized aluminum trim can’t rust 
or corrode. 


All-metal construction eliminates 
splinters, rough edges, sticking 
drawers. 


Modern styling that still harmonizes 
with older models. 


Good metal business furniture is @ good investment 
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ALFRED J. BALL 


Vice-President 
Furniture Sales 


© GF Co. 1954 


Generalaire is the ultra modern desk 
— the newest creation of the world’s 
largest manufacturer of desks. 


The General Fireproofing Com- 
pany, Department 0-36, Youngstown 
1, Ohio. 


GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS + GOODFORM 
ALUMINUM CHAIRS + SUPER-FILER 
MECHANIZED FILING EQUIPMENT « 
GF ADJUSTABLE STEEL SHELVING 
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-with | 
ACCURATE — 
job time 
records 


CALCULAGRAPH 


figures elapsed time accurately 


Reliable job time records are essential for com- 
piling correct cost data, estimating reorders and 
checking on production efficiency. One sure way 
to secure accurate to the minute, = 
dependable time costs is to use o- 
Calculagraph automatically-figured e 
elapsed time records. Calculagraph _ \'> 
gives you total elapsed time, ie 
starting and finishing time and 
date on a permanent, printed 
reference card. Eliminate losses 
due to inaccurate job time cal- 
culations by using Calculagraph 
to time your operations. 


Write for full information today, 
to Dept. 334, 


CALCULAGRAPH COMPANY 


SUSSEX STREET, HARRISON, NEW JERSEY 


See the CALCULAGRAPH at Booth No. 236 
6%h Regiment Armory, National Business Show 


The No. 1400-G is a gen- 
eral office chair made by 
The Sturgis Posture Chair 
Co., Sturgis, Mich. It has 
a larger backrest, well 
cushioned, and a deep coil 
spring seat. Fiber glass base 
is scuff-proof and _ levels 
automatically on 


uneven 


floors. 


One of the new Under- 
wood Samas machines be 
ing presented by the Un 
derwood Corp., 1 Park 
Ave., N. Y., is this tape-to- 
card punch, which takes in 
formation from 5-channel 
paper tapes and punches it 
in 40-column cards, The 
; Emp, an electronic multi 
plying punch, and Under 
wood’'s new “150” standard 


typewriter, are among 


other exhibits. 


duplicator. 
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New at the Business Show (Continued ) 


 ) :  - 


The Stenafax Div. of Times Facsimile Corp., Biltmore Ar- 
cade, Madison Ave. at 43rd St., New York, is showing Plano 
fax, a new vinyl-coated paper plate master by which the 
company's Stenafax facsimile duplication, equipment can 
prepare masters ready to be run immediately on any offset 


The Series 56 transcrib- 
er, made by Soundscrib- 
er Corp., 146 Munson 
St., New Haven, Conn., 
has operating speeds 
from 15 to 80 rpm, free- 
floating playback arm, 
and “Television Mirror” 
for visible corrections on 


disks. 


b a 
The Model 9002 office 
machine stand has 16- 
by-20 in. drop leaves 
and is made of heavy 
steel. Offered by the 
Tiffany Stand Co., 7350 
Forsyth, St. Louis, Cast- 
er retracting device has 
rollers instead of pins. 


The Webster Electric Co., 
Racine, Wis., offers the 
Ekotape Model 207 
netic tape recorder. It is de 


mag 


signed to operate in con 
junction with automatic 
slide or strip film projec 
tors. Responding to signals 
on the tape, it automatic 
ally changes the pictures. 
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Try the SCRIBE 
without obligation 
for a week 
in your own office. 


Announcing 2 more firsts! 


1. The Amazing Miracle-Mike 
Offering complete remote control of 
the SCRIBE from the microphone. 
2. Unbreakable Lifetime Magnetic Tape 
Hi-Fidelity Sound recording tape e 
guaranteed unconditionally. Ame rica ' Ss fi rst 


PLUS: Freedom from Background Noise magnetic fape 
No Belts, Discs or Cylinders to Buy . 
Error-Free Dictation dictation system 
Try the SCRIBE without obligation 
for a week in your own office. SCRIBE CORP., 5022 W. Madison Street 


SALES AND SERVICE FROM COAST TO COAST Chicago 44, Illinois 
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‘New tax law— 
(From page 21) 


cumulations,” by D. H. Gleason, general tax executive, of 
the Corn Products Refining Co., New York, N. Y. 

The last speaker of the first day’s sessions, Hillary L. Seal, 
of Morse and Seal, New York, discussing “Pensions, Profit- 
Sharing and Stock Options,” covered in detail changes made 
in the law covering restricted stock options as a device to 
provide executive benefits. Stock options are based on a 
theory of deferred compensation by which top executives 
are “given a stake in the company” through options to buy 
company stock at some future date at a price which may be 
considerably below its market value at that date. Apprecia- 
tion in value of the stock between date of the option and 
date of eventual sale is taxed to the employee at capital gains 
tax rates. 

New features of the law relating to stock option plans, 
according to Mr. Seal, are: 

Options granted after June 18 of this year must be exer- 
cised within ten years from the date of the grant. 

Whereas the law previously specified that stock options 
could not be granted to any employee who already owned 
more than ten per cent of the employer’s voting stock, the 
new law stipulates that this limitation does not apply if the 
option price is 110 per cent or more of the market price at 
the time the option is granted, “and if the option must be 
exercised within five years from the date of the grant, or 
within one year from the date of the Act.” 

The estate or beneficiary of a deceased employee may still 
exercise his stock option, but if the estate does so and then 
transfers the stock to a beneficiary this is considered as a dis- 
position for stock purposes. 

The option price may be set at 85 per cent or more of the 
fair market value of the stock at the time the option is 
exercised, and the tax at ordinary rates on 85-95 per cent 
options will then be limited to that derived from the 5-15 
per cent price differential at the time the option was granted, 
with the balance of actual income from the purchase and 
sale taxed at capital gains rates. (Under the 1950 tax law 
capital gains tax benefits could be applied to stock sales only 
if the option price was at least 95 per cent of the fair market 
value of the stock at the time of the option grant.) 

Employees with stock options may continue them through 
corporate mergers, consolidations, reorganizations or liqui- 
dations, with the proviso that the value of the option, and 
the benefits under it, may not be increased thereby. 

It an option is modified in favor of the employee, the basis 
of the option is to be the higher of the market values of the 
stock at the times of the original and the modified grants, 
unless the latter price is (and has been for a year or more) 
at least 20 per cent lower than it was at the time of the 
original grant. 
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Restricted stock options may pass between joint tenants 
without tax liability. 

Mr. Seal went on to point out that, although the new fea- 
tures of the law should help to make the restricted stock 
option more popular as a form of deferred executive com- 
pensation, many companies still feel that stock options alone 
are not enough for a complete security program, since a 

general decrease in market values can render an executive's 

R. A, STEWART AND co., INC. stock options valueless at the time of his retirement. For 
8O Duane Street +» New York 7, New York this reason, pensions will remain a cornerstone of most com- 
: panies’ plans, he said. Turn to Page 82 
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EXECUTIVE DANGER ZONE 


When is an executive worth 
a better office? 


Upper income surveys indicate that large per- 
centages of staff and line management operate 
in substandard executive environment. 


A simple working formula is that a better office 
is due an executive: 


(1) When his working surroundings lower his 
position of prestige and leadership with 
employees affected by his decisions. 

(2) When executive confidence is affected. Self- 
assurance, sometimes the final element in 


good or bad decisions can be weakened by 
an atmosphere of conflicting values. 


At what level do your salaries call for more 
appearance effort? 


“How much an executive 
should cost in office 
investment.” 


THE JASPER DESK CO., JASPER, INDIANA 


Send coupon for free chart: tie 
OM- 10-4 : 


NAME __- 


i 


eee 
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4 Water cooler 


Improvement and design changes have 
been made in the water cooler line 
made by the Frigidaire Division ot 
General Motors Corp., 300 Taylor St., 
Dayton, Ohio. Five models are of the 
bubbler type; two are water cooled, 
while the others are air cooled. Bottle 
type models are also offered. 


New 
for the office 


q Plastic posting tray 


This machine posting tray is made 
of Boltaron 6100, a plastic produced by 
Bolta Products, of Lawrence, Mass. 


The tray, light but sturdy, is made by 
Mercury Plastic, of Chicopee, Mass., 
and distributed by the National Blank 
Book Co., Holyoke, Mass. 


q Compact chair 


Designed for use where “high density” 
seating is required, this aluminum 
chair has a seat only 16% in. wide and 
15 in. deep. Its saddle-seat pan is cov 
ered with foam rubber and either plas 
tic or fabric upholstery. The maker is 
Emeco Corp., Hanover, Penn. 


p 12-in-1 rubber stamp 


This stamp takes the place of 12 rub 
ber stamps commonly used in mailing 
rooms and banks. Made by Douglas M. 
Homs & Co., 165 O'Farrell St., San 
Francisco, it can print such phrases 
as “First Class Mail,” “Via Air Mail,” 
“Special Delivery,” etc. 
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A Memo organizer 


The “Expaditer” is a one-unit memo 
organizer containing five _ slit-apart 
memo pads bound together and _per- 
forated at the top. One unit contains 
400 sheets, which can be used for notes 
and memos of all sorts, It is available 
from Goodyear Printing & Stationery 
Co., 270 Lafayette St., New York. 


Vv Envelope sealer 


This new envelope sealer is made by 
Charles Vermilye Co., 1010 S. Robert- 


son Blvd., Los Angeles. It was de 


signed to be more attractive than pre 
vious models, and the company claims 
it is cleaner and more efficient to use. 
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Meet our new (yi 
\ \| 


vital 


SN 


No. 1425 
Office Guest Chair to 

complement either No. 
1400-G or No. 1400. 


... featuring a higher back frame ~~ Ne. 1400.6” 


Tilting swivel chau—day 
long comfort mounted 


and a larger backrest 162" x 13%" —_ nese beaut 


Identical in all other specifications to our 
1200 series (don’t worry—it remains in our line) 
the new 1400’s provide higher and larger =_—— 
backrests. And the slight price differential is 
probably less than you or your customers 
would guess. We especially recommend 
No. 1400-G equipped with the amazing fiber 
glass base which never gets unsightly, never 
needs refinishing, is just flexible enough to keep 
. all casters firmly planted on an uneven floor 
and is noiseless in motion. Note, however, 
that No. 1400 is the same chair mounted on our + a A tong 
a ge ee metal 8 — a ee ee 
the casters. Now you can please them all. 


Engineered for Long Life and Minimum Maintenance 


Fiber Glass Basemever becomes unsightly, never needs refinishing, 
will not jiggle on uneven floors and is silent in motion, or 


Streamlined Steel Basewith all casters enclosed and undercoated 
with sound deadening material for quiet operation. 


Nylon Thrust Bearingtakes a lifetime of swiveling. 


Ball Burnished Spindle Bearingperfect fit for long life. Pe STW cd € ¢ Lo Al R s 


Superior Castersoversize ball bearings, extra wide rubber wheels. 


h io 


STURLON mish On Metal PartsZJO to 20 times as abrasion- 4t : OSTURE CHA APANY, STURGIS, MICHIGAN 
resistant as other finishes. 
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A Monthly Feature 


Tools of the Office 


Filing Cabinets 


Transfer Cases 
Office Safes 


Manufacturers’ List on Page 65 


Wassell’s No. MRF3-COR 


“Modular Corres-File” 


Record Protection Standards 

As an aid to judging the capacity of a 
safe or file to resist fire and burglary, 
various organizations have published 
standards indicating various degrees of 
such resistance. Such standards have 
been established by the Underwriters’ 
Laboratories, Inc., a non-profit organi- 
zation sponsored by the National Board 
Western Mfg. Co. RE. TE EY of Fire Underwriters, and by the Safe 
“Wesco” model No. 8A41 Ne. 1101 Manufacturers’ National Association 
and other bodies. 

Among the activities of the Under- 
writers’ Laboratories is its Factory In- 
spection and Label Service Program, 
under which it inspects equipment to 
determine the degree of its resistance to 
fire and burglary. Various degrees of 
protection against fire are indicated by 
the Class A, B, C, D, and E labels, 
which are defined below. Certain de- 
grees of resistance to burglary are in- 
dicated by the Relocking Device and 
T-20 labels, also defined below. 

The following information is quoted 
from the Underwriters’ Laboratories’ 
Hillside Metal's Fire Protection Equipment List, dated 

o. 501 January, 1954: 

“Safes are designed to house paper 
records considered sufficiently valuable 
to require protection against fire of 
controlled extent and severity for pe- 
riods indicated by the label. 

“The fire resistance classification as 
indicated by the label may be seriously 
impaired by disturbance or injury of 
the insulation material in a safe due to 
fire, burglary, or improper application 
of accessories. . . . 

“The label of Underwriters’ Labora- 
tories, Inc. attached to a product is evi- 
dence that such product has been pro- 


Shaw-Walker’s het Senet Globe-Wernicke’s duced under the Factory Inspection and 
No. N1O70W No. 7150 No. 7341 Label Service Program. 
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sue test ai oS | 768 
| There’s safety in the shine 
if there's Du Pont LUDOX in the floor wax 


/, Now you can bring the sparkle of high-quality wax to your 


floors—and make them safer to walk on at the same time. The 
secret is ‘““Ludox’”’ colloidal silica, Du Pont’s time-tested and 
proven anti-slip ingredient for floor wax. Thousands of tiny 
particles of ““Ludox”’ protect every footstep against slipping or 
sliding. The pressure of the footstep (see diagram at left) forces 
the hard silica particles into the softer wax globules, giving a 
snubbing action that absorbs much of the foot’s forward-mov- 
ing energy. 
Other advantages of waxes properly formulated with “Ludox” are: high gloss, water resis- 
tance and excellent leveling properties. So ask your maintenance man to try a wax containing 
**Ludox.” You'll be convinced: “Ludox’’ makes z coating of floor wax a layer of safety. 


E. I. du Pont de Nemours & Co. (Inc.) Grasselli Chemicals Dept., Wilmington 98, Del. 


6 | D 1 N } “7 US ry ‘oO "XxX: 


BETTER THINGS FOR BETTER LIVING Colloidal Silica 
.. . THROUGH CHEMISTRY 
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“Detailed examination of devices of 
this class submitted for labeling are 
made at factories and cover the design 
and assembly of the safe body and 
doors; gauge of metal parts; composi 
tion, weight, reinforcement, and meth 
od of placement of insulation; internal 
dimensions; design and adjustment of 
locking mechanism; and clearances be 
tween safe bodies and doors.” 


Class A Safes 

“Insulated Safes of this class, consist 
ing of steel bodies, doors, locking me 
chanism, and hardware are effective in 
withstanding: (1) a standardized fire 
for at least 4 hrs. (reaching 2000° F), 
the interior temperature, | in. from 
walls and door, not exceeding 350° F 
either during the period of fire ex- 
posure or the cooling period inside the 
furnace after the fire exposure; (2) a 
sudden heating without producing an 
explosion sufficient to cause an opening 
into the interior; (3) an impact due to 
falling 30 ft. in the clear after being 
heated for | hr., and reheating for | 
hr. in the inverted position after the 
impact, without destroying the usabil 
ity of papers stored inside, . . .” 


Class B Safes 

“Insulated Safes of this class, con- 
sisting of steel bodies, doors, locking 
mechanism, are effective in withstand 
ing: (1) a standardized fire for at least 
2 hrs, (reaching 1850° F), the interior 
temperature, | in. from walls and door, 
not exceeding 350° F either during the 
period of fire exposure or the cooling 
period inside the furnace after the fire 
exposure; (2) a sudden heating without 
producing an explosion sufficient to 
cause an opening into the interior; (3) 
an impact due to falling 30 ft. in the 
clear after being heated for 45 min., 
and reheating for | hr. in the inverted 
position after the impact, without de- 
stroying the usability of papers stored 
inside, . . .” 


Class C Safes 

“Insulated Safes of, this class, con- 
sisting of steel bodies, doors, locking 
mechanism, and hardware, are effective 
in withstanding: (1) a standardized 
fire for at least 1 hr. (reaching 1700° 
F), the interior temperature, | in. from 
walls and door, not exceeding 350° F 
either during the period of fire exposure 
or the cooling period inside the fur- 
nace after the fire exposure; (2) a sud- 
den heating without producing an ex- 
plosion sufficient to cause an opening 


40 


Tools of the Office 


into the interior; (3) an impact due to 
falling 30 ft. in the clear after being 
heated for Y% hr., and reheating tor 
Y, hr. in the inverted position after the 
impact, without destroying the usabil 
ity of papers stored inside. .. .” 


Class D Insulated Filing Devices 

(Filing devices are distinguished 
from safes chiefly in that they “are in 
tended to provide protection in build 
ings where collapse is not expected to 
occur as a result of fire.”’) 

“Class D Insulated Filing Devices 
are effective in withstanding: (1) a 
standardized fire for at least 1 hr. 
(reaching 1700° F), the interior tem- 
perature in the center of any compart- 
ment not exceeding 350° F either dur- 
ing the period of fire exposure or the 
cooling period inside the furnace after 
the fire exposure; (2) a sudden heating 
without producing an explosion sufh- 
cient to cause an opening into the in- 
terior.” 


Class E Insulated Filing Devices 

“Class E Insulated Filing Devices 
are effective in withstanding: (1) a 
standardized fire for at least 4 hr. 
(reaching 1550° F), the interior tem- 
perature in the center of any compart- 
ment not exceeding 350° F either dur 
ing the period of fire exposure or the 
cooling period inside the furnace after 
the fire exposure; (2) a sudden heating 
without producing an explosion sufh- 
cient to cause an opening into the in- 
terior.” 

Class B and C labels are also issued 
for “insulated record containers.” The 
standards ase similar to those for sales 
with the same labels. 


Relocking Devices 

“Relocking Devices are intended to 
operate and relock the original bolt 
work or to relock the door by the func 
tioning of auxiliary bolts in the event 
of a burglarious attack upon the door. 
The attachment of these devices to 
safes, insulated cabinets, and vault doors 
bearing Fire Classification labels of Un- 
derwriters’ Laboratories, Inc. may im 
pair the fire-retardant properties. Such 
installations should, therefore, be made 
at the factories where the safes, cabi- 
nets, or doors are manufactured. .. .” 

Relocking device labels are of two 
types: Group I, for devices installed as 
standard cauipment at the factory 
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where the safe, chest, or door is manu- 
factured, and Group II, for accessory 
relocking devices designed for instal 
lation in the field. The Group II label 
reads, in part: “Caution: To be used 
only where installation does not in any 
way disturb the fire insulation of the 


door.” 


T-20 Label 

“Tamper-resistant doors, Class 1-20, 
signifies a safe door which affords a 
degree of protection against burglarious 
attacks in which explosives or oxy-fuel 
gas cutting torches are not employed. 
Doors classified and labeled as tamper- 
resistant are required to furnish but a 
limited time resistance to attack, and 
such containers are not recommended 
for safe-keeping of securities or articles 
of any great monetary value. . . .” 


Other Labels 

The Underwriters’ Laboratories also 
issue labels covering greater and lesser 
degrees of resistance to burglary, in 
cluding labels indicating resistance to 
torches and explosives. The standards 
for such labels are not quoted here, 
since they normally apply to more 
elaborate equipment than that described 
in this survey. Burglary Classification 
KL, however, indicates limited resist- 
ance of a type appropriate to safes “in 
tended primarily for the protection of 
daily cash deposits.” 

Other labels are issued covering 
locks, holdup alarm systems, etc. 


Filing Cabinets 


All-Steel Equipment Ine. 


Illustration. Page 43. 

Model. No. 5401. 

Description, A cabinet of steel con 
struction; frame of six-post type with 
full-height front and rear posts. Front 
posts are seven formation channel 
type. Double torque plate reinforcing 
under each drawer shelf. 

Has four letter-size drawers. Can be 
provided with removable cross trays 
for 3 by 5, 4 by 6, or 5 by 8 cards. 
Drarvers have cradle type suspension 
with eight ball bearings and two zinc- 
plated floating rollers. Equipped with 
automatic pre-locking. 

Over-all dimensions: height, 52 in.; 
width, 14-13/16 in.; depth, 28 in. 

Finishes: dawn gray, ASE green, 
mist green and tan. Other finishes 
available on special order. 


(To page 42) 
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A L L-ST é L the complete line of 


Quality Office Equipment 


Complete line of blueprint cabinets—o size 
for all standard size drawings. 


Over 36 styles ond sizes of Storage, 
Wardrobe and Combination Cabinets. 
3485 Combination Cabinet shown. 


6276 Ponel Leg Toble—Seven sizes of of- 
fice and conference tables embodying the 
same modern design and convertobility 


ASE Desks in all types ond sizes. Convert- 
ibility of tops and drawers reduces dealer 
inventory. Flat top desk, 60” x 30”, shown. 


BETTER BUILT FOR BETTER BUSINESS 


ASE Office Furniture is modern, beautifully designed and 
provides greater efficiency and production. Let your 
Dealer show you the many exclusive advantages of ASE 
Steel Office Furniture —Interchangeability of desk 
drawers — Convertibility of desk and table tops — 
Lifetime nylon bearings and rubber cushioned stops on 
' drawers afford smooth, quiet operation — Tapered 
pedestals and island bases provide more foot room — 
Lasting, lustrous Bonderite finishes — And many more 
: advantages that make ‘ASE Office Furniture your best buy! ius cn make 


and size to meet every requirement. 


® DESKS and TABLES ® STORAGE and WARD- ® COUNTER SECTION 
® FILING CABINETS ROBE CABINETS EQUIPMENT 
® UNIT ROBES © BLUEPRINT FILES * CARD FILES 
* BOOKCASES * KEY CABINETS 
* UTILITY RACK © CLOTHING LOCKERS 
© OFFICE CHAIRS / 
° 


POSTURE CHAIRS 


~ ALL-STEEL EQUIPMENT INC. 


ASE Swivel, Side and Posture Chairs 
Modernly Designed. Styled for beouty, 
44 GRIFFITH AVENUE + AURORA, ILLINOIS comfort and efficiency. 
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Other Models, A wide variety of 
cabinets in the “5000,” “7000,” and 
“1400” lines, Sizes available include 
letter, legal, card, ledger, document, 
jumbo, fingerprint, check, and invoice. 
Wobble blocks optional. The “7000” 
line models equipped with zinc-plated 
roller bearings; “1400” line models 
are non-suspension. Cabinets also avail 
able in counter height. 


Art Metal Construction Co. 
Illustration, Page 38. 
Model. No. 7150 “Speed-File.” 
Description, A cabinet of welded 
steel construction with one-piece base. 


Tools of the Office 


Available in either letter or legal size. 

Drawers mounted on_ ball-bearing 
progressive suspension. Inside dimen- 
sions of letter-size drawers: width, 
12-3/16 in.; depth, 26% in.; height, 
10% in. 

Drawers have snap-out guide rods 
and thumb latches. Expansion in back 
of drawer is automatic when drawer is 
opened; compression is automatic 
when drawer is closed. Cabinet, as 
shown, has five drawers; models avail- 
able with two, three, or four drawers. 


OFFICE MANAGEMENT'S 


KEY EXECUTIVE PAID CIRCULATION 


SL 


Witness This 
Steady Growth 
In Paid 
Circulation 


(According to 
A.B.C. Reports) 
1952 
September .. 
December .... 


scribers 


6,555 
efficiency. 


. 12,185 
come 
proce 


and continuing 
into 1954... 


tMarch 
tMay 


audit last 6 months 
of 1954. 


ate 
» * 


. 
Suaat 


212 Fifth Avenue 


Specialized office 
features attract top executive PAID sub- 


In steadily increasing numbers, more and more 
office management executives have been discovering 
OFFICE MANAGEMENT as their indispensable 
source of vital management information on office 
systems, services, supplies and equipment. That's 
why management executives pay subscription fees to 
OFFICE MANAGEMENT—the only A.B.C. audited 
voluntarily paid publication edited exclusively for 
executives concerned with office operations and 


MANUFACTURERS 


OFFICE MANAGEMENT'S executive readers wel- 
our advertisements. They are alert to new 
res, and new ideas, to solve equipment and 
supplies problems. 
penetration thru this active readership. Reach these 
key executives with real purchasing authority— 
start your schedule next month, 


CLOSING DATES: ae plates, 5th of preceding 
month. 


(@®: OFFICE MANAGEMENT @): 


The Magazine for Management Executives 


Published by Geyer Publications, Established 1877. Offering the most complete 
publishing service in the office equipment and stationery field. 


systems and equipment 


Your advertisement gets real 


Set copy, Ist of preceding month 


New York 10, N. Y. 


Equipped with automatic unit lock. 

Over-all dimensions: height, 58, 
in.; width, 14-15/16 in.; depth, 
28-7/16 in. 

Finishes: grey and standard grain 
finishes including walnut and ma- 
hogany. 

Price. Ranges from $65 for two- 
drawer model in Zone 1 to $195 for 
five-drawer cabinet in Zone 3. 

Other Models. A total of 12, vary- 
ing in size and number of drawers. 


Art Steel Sales Corp. 


Illustration. Opposite page. 

Model. No. F2920. 

Description, A steel cabinet for the 
filing of tabulating cards. 

Has twenty drawers, riding in pairs 
on cradle-type, suspension-mounted 
trays. Each drawer has rear hand grip. 
Drawers take 3% by 7%-in. cards; ca- 
pacity, 76,500 cards. Equipped with 
positive compressors and card index 
holders. Has optional plunger-type lock 
controlling all drawers. 

Overall dimensions: height, 52 in.; 
width, 18%4 in.; depth, 28% in. 

Finishes: grey, olive green, frost tan, 
and frost green. 

Price. $165, Zone 1, without lock; 
$181.50 with lock. 

Other Models. A similar tabulating 
card file with fourteen drawers. Also, a 
wide variety of cabinets in letter, legal, 
card, ledger, document, check, finger- 
print, invoice, and other sizes. 


Atlas Stencil Files Corp. 


Illustration. Page 50. 

Model. No, CJP700. 

Description. A two-drawer steel file 
for the storage of stencils, plates, nega- 
tives, X-rays, etc. 

Has two drawers, each 23 in. wide 
and 22 in. high. Drawers mounted on 
cradle-type suspensions. Equipped with 
choice of hangers for vertical filing of 
stencils, plates, megatives, X - rays, 
swatches, silk screens, etc. Hangers 
supported on separate inside frame. 

Cabinet can be furnished with lock 
at extra charge. 

Overall dimensions: height, 52 in.; 
width, 26% in.; depth, 28 in, 

Finishes: grey, metallic grey, or 
green wrinkle. 

Other Models. Two similar models 
of same height and depth, one 16 in. 
wide, the other 1814 in. wide. In addi- 
tion, a series of tub files with hinged 
covers, also for stencils, plates, nega- 
tives, etc. 


OFFICE MANAGEMENT October, 1954 
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Cole Steel Equipment’s 
No. 2 


Automatic File & Index Co. 

Illustration, Page 49. 

(Picture is actually of No. 411 four- 
drawer cabinet, but shows drawer ex- 
pansion feature.) 

Model. No. 511. “Automatic” file. 

Description. A steel cabinet with 
five letter-size drawers. Drawers have 
expanding fronts and backs, opening 
somewhat in the manner of a book. 
Front and back ult open simultaneously 
to provide nine inches of working 
room. When drawer closes, front and 
back return to normal vertical position. 
This arrangement permits an increase 
in the amount of material that can be 
conveniently filed in the drawer. 

Drawers mounted on progressive sus 
pension slides. Cabinet equipped with 
a general locking device. 

Overall dimensions: height, 571, 
in.; width, 15 in.; depth, 28 in. 

Finishes: olive green and grey. 

Price. $106.50, Zone 1. 

Other Models. A wide variety of 
cabinets with expanding drawers. Files 
available in letter, legal, card, ledger, 
document, X-ray, invoice, check, and 
other sizes, and in combinations. Cor- 
respondence files also available in two., 
three-, and four-drawer heights. 


Browne-Morse Co. 
Illustration, Page 49. 


Model. No. 24512 “Glider” file. 
Description. A five-drawer cabinet 


constructed of steel, Metal treated to 
resist rust. Drawers are letter size and 
ride on ball-bearing suspensions, with 
balls running in contoured raceways. 
Drawer design prevents accidental 


Harrison Steel’s 
No. FC-400-TL 


Le Febure Corp.’s 


Home-O-Nize’s 
No. 204 


a) 
zs 
No. 8327 


removal by lifting or twisting, but 
drawers can be easily removed by litt 
ing drawer at back when fully extend- 
ed. Drawers have follower blocks of 
friction type. Can be equipped with 
plunger type locks. 

Overall dimensions: height, 57-15/ 16 
in.; width, 15% in.; depth, 28 in. 

Finishes: baked enamel in dark 
grey, light grey, dark green, light 
green, tan, and grained walnut. 

Other Models. The line contains 
models with two, three, and four draw 
ers, with the four-drawer model priced 
at $82 in Zone 1. Other models avail 
able in card, ledger, invoice, X-ray, 
check, document, impairment, micro 
film, and tabulating-card sizes. Also 
the “5000” line; for comparative pur 
poses, the corresponding four-drawer 
letter-size model is listed at $66. These 
are available in 2-, 3-, 4-, and 5-drawer 
sizes, have roller-bearing suspension, 
28-in. depth, and are offered with or 
without button-catch drawer latches. 


Cole Steel Equipment Co., Ine. 

Illustration. Above, left. 

Model. No, 1002. 

Description. A desk-height filing 
cabinet constructed of steel. 

Has two letter-size drawers, suspen- 
sion mounted, Equipped with com- 
pressors and guide rods, 

Automatic lock controlling both 
drawers is optional, at a charge of 
$10.75. 

Overall dimensions: height, 301% in.; 
width, 1434 in.; depth, 28% in. 

Finishes: green or grey. Grained 
mahogany or walnut at $10.50 extra. 


Security Steel's 
O- 


Art Steel Sales’ 
No. F2920 


Meilink Safe’s 
No. 4L-D 


All-Steel Equipment’s 
No. 5401 


Price. $54.50. 

Other Models. The same cabinet 
available in legal size at $59.75. Also 
a line of suspension-type cabinets in 
letter and legal sizes, with two, three, 
four, or five drawers. A special cabinet, 
called the “Salesman’s” file, has two 
letter drawers, a double drawer for 
cards, and a secret vault, and a similar 
model has two letter drawers and a 
vault. 


Columbia Steel Equipment Co, 
Illustration, Page 50. 
Model. No. 804C. 
Description. 
struction, 


A cabinet of steel con 
Designed to meet specifica- 
tions for housing Government security 
papers. Available with one, two, three, 
four, or five drawers. 

Drawers are of legal size and are 
suspension mounted, File equipped 
with Sargeant Greenleaf Manipulation 
Proof Combination Lock. 


Overall dimensions: height, 52% 
in.; width, 17% in.; depth, 28% in. 


Finishes: grey, olive green, sea mist 
green, Samoa beige, walnut, and ma- 
hogany. 

Price. $150.25 list, Zone 1. 

Other Models. A line of cabinets in 
letter, legal, card and ledger sizes. 
Cabinets available with from one to 
five drawers. 


Corry-Jamestown Mfg. Corp. 
Illustration. Page 38. 
Model. No. 8A41 “Steel Age.” 
Description. A four-drawer cabinet 
manufactured of steel. Has four letter- 
size drawers, mounted on full progres- 


Dolin Metal's 
No. 3450 
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sive ball-bearing suspensions. Each 
drawer has thumb latch integrated in 
drawer pull, Cabinet equipped with 
general automatic lock. 

Overall dimensions: height, 51% 
in.; width, 14% in.; depth, 28% in. 

Finishes: Grey, olive green, desert 
sage, mist green, walnut, mahogany, 
and blond walnut. 

Other Models. ‘This model is from 
the company’s “A-Grade” line, which 
contains two-, three-, four-, and five- 
drawer cabinets in letter and legal 
sizes, in addition to cabinets in bill, 


Other models are offered in a wide 
variety of sizes and styles. The “Com- 
mercial-grade” line, and “100” line 
files have full progressive ball-bearing 
suspension, The “Corrian” line cabi- 
nets do not have progressive suspen- 
sion. “The “100” line models are 
removable-tray files. 


Diebold, Ine. 

Illustration. Page 3%. 

Model. No, 1104. 

Description, An insulated file of steel 
construction with vermiculite poured 
insulation. 


HERE’S HOW Scrintomatic. HELPS A PUBLISHER 


Scriptomatic Can Help You, Too 


+ « « to Mechanize Billing Control on Customers 


A Book-Club with several millions of 
customers is using the Scriptomatic 
system to prepore invoices and ad- 
dress promotional material. A Scripto- 
matic master card is prepared and 
punched to accommodate allinformation 
on club members. The Scriptomatic ad- 
dresses a duplicate punched card from 
the master which serves as an invoice 
and an address to carry the book to 
the customer. When invoice card is 
returned with payment it is very quickly 
sorted into the same file order as 
master record because it has been 
originally prepunched from the master. 
Receipt of payment information is re- 


at no obligation, if Scriptomatic can 
improve your specific procedures. 


SCRIPTOMATIC INC. 
300-316 North lth Street, 


ae 
a 


corded on the master by file clerk 
using a hand punch. Pilot holes in master 
insure accuracy of punched record. 


By combining a tabulating machine 
card with the Scriptomatic addressing 
medium you, too, can get the advan- 
tage of high speed selectivity of all 
types of statistical data, eliminate 
cross-files and second lists, and lower 
your costs for masters. Scriptomatic 
masters are prepared more rapidly 
with standard office equipment... and 
the Scriptomatic Addressing Machine 
gives you high speed addressing of a 
wide range of materials, including 
mailing tapes. 


After typing,complete tab card masters are die cut _ 


Stendard Register Die Cutter, At same time a field 
of pilot holes is punched in the payment recerd area 


to facilitate vse of hand punches at the file. © The Genera! Fireproofing Co. 


Philadelphia 7, Pa. 


OFFICE MANAGEMENT 


| five letter-size drawers. 


Tools of the Office 


Has four letter-size drawers, suspen- 
sion-mounted, using ten ball bearing 
rollers per drawer. Six rubber cushion- 
ing stops provided on each drawer sus 
pension. Each drawer has double bolt, 
at top and bottom, Drawers also equip- 
ped with positive stop follower block 
slide compressors which fold to facil- 
itate removal. Automatic latch catch on 
each drawer. 

Cabinet locked by means of single 
key lock; any drawer may be exempted 
from lock control by changing position 
of drawer locking release. Three-tum- 


| bler combination or manipulation resis- 
| tive locks available as extra equipment 


in addition to key lock. 

File carries the Class C labels of the 
Laboratories and the 
Safe Manufacturers National Associa- 


Underwriters’ 


| tion. 


Swivel casters available as optional 
feature, 

Overall dimensions: height, 53% in.; 
width, 17 in.; depth, 31 in. 

Finish: grey. 

Price. $248, Eastern Zone. Extra 
locks, $33.75; casters, $12.50 for set of 
four. 


Dolin Metal Products, Inc. 


lilustration. Preceding page. 

Model. No. 3450. 

Description, A steel cabinet with 
four letter-size drawers. Drawer mount- 
ing is of non-suspension type, using 
ball-bearing rollers. Drawers have posi- 
tive compressor follower blocks, guide 
rods, and brushed aluminum = hard- 
ware. Plunger lock available. 

Over-all dimentions: height, 52 in.; 
width, 15 in.; depth, 26% in. 

Finishes: baked enamel in gray or 
green, 

Other Models. Other cabinets in the 
line are No, 3460, with four legal-size 


| drawers, No. 3250, with two letter-size 
| drawers, and No. 3260, with two legal 


Also a canceled check 
cabinet, No. 710, of the non-suspension 
type, 


size drawers. 


Illustration. Page 49. 

Model. No. 5505L “Super-Filer.” 
Description. A_ steel cabinet with 
Drawers are 


mounted on progressive ball suspen- 


_ sions and have swing fronts to make 
contents more accessible. 


(To page 49) 
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The Magaxine for Management Executives 


“The Fidlleeack at Cléesletlon Volos” 
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2692 periodicals and newspapers in 
the United States and Canada can 
proudly display the A.B.C. insigne 
on their mastheads. It means, “We're 
members of the Audit Bureau of 
Circulations!” 


369 specialized business publica- 
tions currently are qualified under 
A.B.C.’s high standards to carry the 
Hallmark of Circulation Value. Only 


these business publications can offer 


@ MEANS ‘‘MEMBER OF A.B. 


Nonprofit A.B.C. is unique in or- 
ganization. The Bureau’s 3575 mem- 
bers pay all costs and elect twenty- 
seven Directors to guide Bureau 
policy. Yet publisher members, 
paying 91.5%, of total expense, give 
the majority voice in A.B.C. affairs 
to the four advertising agency and 
eleven advertiser directors who rep- 
resent buyers of space. 


A.B.C. rules, bylaws and procedures 
have one purpose the deter- 
mination of net paid circulation 
facts for buyers and sellers of ad- 
vertising. Upon this basis A.B.C. 
issues standardized statements of the 
circulation of publisher members, 


@ A.B.C. PROBES IN DEPTH! 


Every business publication A.B.C. Audit Report is 
packed with audited answers to such important 
questions as: © How much net paid circulation? 

® How much unpaid distribution © What are 
the businesses and occupations of the subscribers? 

@ Where are subscribers located? © What do subscrib- 
ers pay? @ Are premiums used to get subscribers? @ Are 
subscribers in arrears? @ What’s the renewal percentage? 


@ THIS INSIGNE ON 2692 MASTHEADS... 


advertisers A.B.C. audited, paid cir- 
culation (indication of voluntary 
reader endorsement and resulting 
advertising value). Like all A.B.C. 
publisher members, they are pledged 
to keep true and correct records of 
circulation; to open all books and 
records for scrutiny by one or more 
of A.B.C.’s 65 trained circulation 
field auditors. 


For forty years the Audit Bureau 
of Circulations has been a voluntary, 
cooperative bureau of circulation 
standards serving advertisers, adver- 
tising agencies and publishers. Be- 
fore 1914, no independent circula- 
tion yardstick existed; in 1954 there 
is no stricter test of circulation value 


than A.B.C. membership. 


@ PROCLAIMS FACTS, NOT OPINIONS! 


verifies the figures shown in these 
statements by auditor’s examination, 
and disseminates circulation data. 
A.B.C. functions solely where accur- 
ate audits are possible; its reports 
contain no opinions or conclusions. 
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@ THE READER IS BOSS! 


The A.B.C. insigne is evidence that 
to the editor of an A.B.C. business 
publication, the reader is boss. To 
attract new subscribers, to produce 
renewals in good measure, the editor 
must give readers the benefits of 
steadily improved editorial value. 

The editor knows that a Bureau 
field auditor will call every year... 
to inventory subscriber response and 


Advertisers to industry, merchan- 
dising firms, institutions and pro- 
fessions seek interested buyers in 
specific markets for their goods and 
services. 

Every paragraph in an A.B.C. 
business publication report gives 
such advertisers data valuable for 
the intelligent application of media 
to their chosen markets. Paragraph 


@ THE PUBLISHER IMPROVES 


A.B.C. membership brings to busi- 
ness publishers a solid source of 
exact circulation counts that meet 
impartial, generally accepted stand- 
ards. A.B.C. business publications 
thus win the affention and confi- 
dence of advertisers and agencies. 

Publishers benefit in many other 


The Bureau is our outstanding ex- 
ample of business self-regulation by 
buyers and sellers under free enter- 
prise. A.B.C.’s known standards 
and factual reports have changed 
publication advertising from specu- 
lative adventure to scientific invest- 
ment in sales. Subscribers who pay 


a ee 


to sum up the solid numerical facts 
about the circulation progress of his 
publication. 

And, when an editor studies his 
A.B.C. audit report, he finds verified 
data that tells him whether or not 
he has earned the cash ballots—paid 
subscriptions and paid renewals — 
that reward editorial initiative and 
leadership. 


@ THE ADVERTISER BENEFITS! 


10, telling them the business or oc- 
cupation of a publication’s sub- 
scribers, exemplifies the revealing 
A.B.C.-audited facts they need to 
build sound marketing plans, or 
create productive copy appeals. Be- 
cause A.B.C. exists, specialized ad- 
vertising appeals can go to clearly 
identified markets, through audited, 
paid circulation. 


HIS PRODUCT! 


ways from known A.B.C.-audited 
circulation. They can set equitable 
rates. They can identify the cir- 
culation characteristics that make 
their publication distinctive; build 
the type of audited, paid circula- 
tion their advertisers want. 


. @A.B.C. STRENGTHENS A FREE PRESS! 


to read, together with business men 
who invest in advertising help to 
bring to American and Canadian 
publications the income that keeps 
them free;—self-reliant contribut- 
ors to our industrial growth and 
high living standards. 
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A. B.C. FACTS MEASURE 
ADVERTISING VALUE 


For forty years the Bureau has limited itself to 
reporting facts, without opinion. “Every single 
rule, regulation, practice and procedure . . . is 
designed to develop for the publisher and for the 
advertiser an audited figure of paid circulation.” 


In its Fortieth Anniversary Year the A.B.C. 
insigne is advertising’s Hallmark of Circulation 
Value—a dependable guide to the selection and 
use of business publications, magazines, farm 
publications and newspapers as advertising media. 
Buyer and seller unity in such successful business 
self-regulation, in 1954 as in 1914, makes A.B.C. 
a sound answer to industry’s need for impartial 
circulation fact-finding and fact-reporting. 


AUDIT BUREAU OF CIRCULATIONS 
123 North Wacker Drive Chicago 6, Illinois 


GUARDIAN OF GIRGELATION INTEGRITY 0° 40 YEARS 
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Tools of the Office 
(Continued from page 44) 


Drawers equipped with self-adjust 


ing “Divide-A-Files.” Substitute 
drawers, cross trays, and partitions 
available. Cabinet can be furnished 


with lock, 

Overall dimensions: height, 57 in.; 
width, 15-1/16 in.; depth, 28 in. 

Finishes: baked enamel in grey or 
olive Also offered, at extra 
charge: other plain colors and grained 
walnut or mahogany. 

Price. $116, list, Zone 1. 

Other Models. A total of 61 models 
in this line, including cabinets of let- 
ter, legal, card, ledger, and other sizes. 
Also a line of 114 models of rigid front 
files, varying in size, capacity, features, 
etc. The company also manufactures 
tub files. 


green. 


The Globe-Wernicke Co. 


Illustration, Page 38. 

Vlodel. No. 7341 “Globe-Guard.” 
Description, A_ steel cabinet with 
wrap-around construction designed to 
add strength and eliminate seams and 
corner joints, 

Has four letter-size drawers mounted 
on progressive suspension slides. Draw 
ers have Tri4Guard rods, specially de 
signed to prevent slumping or sagging 
of drawer contents. Each drawer also 
equipped with concealed trigger latch, 
mounted — within 
drawer pull. 


inner surface of 


Cabinet available with or without 
lock. 
Overall dimensions: height, 52% 


in; width, 14% in.; depth, 274% in. 

Finishes: sea green, copper tan, seal 
grey, olive green, grained mahogany, 
and grained walnut. 

Other Models. An extensive line of 
cabinets, including letter, legal, and 
card sizes. Included are two-, three-, 
four-, and five-drawer models. Variety 
of insert drawers also obtainable. 


Guardsman-Valentine, Ine. 


Illustration. Page 38. 

Model. No. 4LF “Flame-Guard.” 

Description. An insulated file carry- 
ing either the Underwriters’ Laborato- 
ries’ Class C or Class D labels, as de- 
sired. Construction is of steel, with 
insulation not only around the case, 
but between each drawer as well. Cabi- 
net available with casters. 

Has four drawers, mounted on ball- 
bearing extension slides. Drawers have 


October, 1954 


positive lock compressors and thumb 
latches. Cross trays available for card 
filing. Locking arrangements include 
optional combination lock or detach 
able locks for individual drawers. 
Overall dimensions: height, 5 
in.; width, 18 in.; depth, 31% in. 
Finishes: baked enamel in green or 


grey. Hardware: chrome. 
Price. $250, list, Zone 1. 
Other Models. Two-, three-, and 


four-<drawer models in legal and letter 
sizes, with either Class C or Class D 
labels. 


Harrison Steel Cabinet Co. 
Illustration, Page 43. 
Model. No. FC-400-TL. 
Description. A cabine: ot steel con 
with 16 gauge and 
center posts, 18 gauge tops and bot 


struction corner 
toms, and 20 gauge sides, backs, and 
fronts. Has horizontal 
ties with built-in torque plates. 


drawer cross 

Cabinet has four letter-size drawers, 
each mounted on cradle suspension 
with six ball bearings and four roller 
bearings. Steel in progressive slide me 
chanism is 14 gauge, Drawers equipped 
with side locking compressors and 
spring action thumb latches. Can be 
equipped with lock (as model No, FC 
401-TL). 

Overall dimensions. height, 52. in.; 
width, 14% in.; depth, 284% in. 

Finishes: baked enamel in grey or 


green. Hardware in_ brushed - satin 
finish. 
Price. $59.95 list, f.0.b. Chicago. 
Other Models. Similar cabinets in 


letter and legal size, with or without 
locks, in two 
els. 


and four-drawer mod 


Herring-Hall-Marvin Safe Co. 


Illustration. Following page. 

Model. “Safe Record File Desk.” 

Description. A desk with built-in in 
sulated filing cabinet in right pedestal. 

Has two letter-size drawers, suspen- 
sion mounted, each drawer equipped 
with either key or combination lock. 
Carries Class C fire protection label of 
Underwriters’ Laboratories. 

Desk itself is of steel, with overhang- 
ing top, five feet wide. Desk is of single 
pedestal type. 

Other Models. A similar desk with 
legal-size drawers. Also a line of in 
sulated filing cabinets known as “Safe 
Record Files,” available in letter and 
legal sizes with two, three, or four 
drawers. Also a series of economy files 
in letter and legal sizes. 


OFFICE MANAGEMENT 


Left: Remington Rand's No. 35015 
Right: Automatic File’. No. 411 


Left: Metal Office’s No. 1805 
Right: Victor Safe’s No. 1410 


Left: General Fireproofing’s No 5505L 


Right: Browne-Morse’s No. 24512 


Left: Yawman & Erbe’s No. 2404 
Right: Monarch Metal's No. P-1400 
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Schwab's No. 4LF 


Atlas’ No. CJP700 


Herring-Hall-Marvin insulated desk 


Tools of the Office 


Hillside Metal Products, Ine. 


Illustration. Page 38. 

Model. No. 501 “Champion.” 

Description. A  four-drawer 
cabinet constructed of steel. 

Has four letter-size drawers, mount- 
ed on progressive zinc plated suspen- 
sion slides with four ball bearing rol- 
lers and six case hardened rollers, in- 
cluding two floating rollers, per 
drawer. 

Overall dimensions: height, 52 in.; 
width, 15 in.; depth, 264, in. 

Finishes: olive green, grey, dawn 
mist green, golden dawn tan. 

Other Models. A total of ten cabi- 
nets in the “500” line, including mod- 
els in letter, legal, card, and other 
sizes. Also, four other lines of files, in- 
cluding two with suspension mounted 
drawers and two lines of non-suspen- 
sion design. 


hling 


The Home-O-Nize Co. 

Illustration. Page 43. 

Model, No, 204. 

Description. A cabinet constructed 
of steel, with six vertical supports and 
heavy gauge torque plates in_ base. 
Steel chemically treated to resist rust. 

Has four drawers, each mounted on 
suspension cradle with 10 roller bear- 
ings. Drawers have side action, posi- 
tive locking Thumb 
latches available as optional feature at 
slight extra cost, Similar model obtain- 
able with plunger lock. 

Overall dimensions: height, 52 in.; 
width, 15 in.; depth, 28% in. 

Finishes: baked enamel in grey or 
green. 

Price. $57.50 list, Zone 1. 

Other Models. Similar models with 
two or four drawers, with or without 
locks, in letter and legal sizes. Also a 
line of non-suspension files, in letter 
and legal sizes, with two or four draw- 
ers. In addition, a series of “Unifiles,” 
which are combination filing and stor- 
age cabinets with central locking de- 
vice, 


compressors. 


Invincible Metal Furniture Co. 


Illustration. Left, center. 

Model. No, 1022. 

Description. A tabulating card file 
of steel construction. Has 11 drawers 
of the non-suspension type, each equip- 
ped with positive locking compressor 
which locks in any position in tray. 

Cabinet equipped with paracentric 
locking device. 


OFFICE MANAGEMENT 


Overall dimensions: height, 52 1in.; 
width, 19% in.; depth, 28 in. 

Finishes: tan, grey, two shades of 
green, grained walnut, and grained 
mahogany. 

Price. $187.50, Zone 1. 


Le Febure Corp. 


Illustration. Page 43. 

Model. No. 8327. 

Description. A steel] cabinet designed 
to hold ledger sheets. Steel is chem- 
ically treated to resist rust. 

Has three interchangeable drawers, 
each containing two compartments, 
Each compartment measures 12, in. 
in height, 8% in. in width, and 26% 
in. in depth, (inside measurements) 
and is designed to fit ledger sheets 
varying from 7 by 9 to 8% by 12 in. 
Each compartment has own _ positive 
locking compressor. 

Drawers cradle type 
roller bearing suspensions, Each draw- 
er has drawer pull and thumb latch. 
Drawer bases are flock-felt lined to 
prevent sheets from slipping. Cabinet 


mounted on 


can be equipped with general auto- 
matic lock. 

Cabinet base is separate and is op- 
tional. 

Overall dimensions: height without 
base, 45% in.; height with base, 52 in.; 
width, 20-3/16 in.; depth, 28-15/32 in. 

Finishes: baked enamel in grey or 
green. 

Price. $131.25 without base or lock; 
$145.95 with lock but without base; 
base is $14.50 extra. Prices f.0.b., Cedar 
Rapids, lowa. 

Other Models. The line includes a 
series of “Multi-Purpose” files design- 
ed to hold canceled checks, cards, 
vouchers, etc. These files have remov- 
able drawers riding in pairs on trays 
mounted on roller bearing cradle sus- 
pensions. 


Lyon Metal Products, Inc. 


Illustration. Page 38. 

Model. No. 1101. 

Description. A steel cabinet with four 
letter-size drawers. 

Drawers have rounded corners and 
are suspension mounted, using six ball 
bearing rollers and two floating rollers 


Next Month: 


Filing Systems 
and Supplies 
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per drawer. Drawers can be removed 
without releasing catches. Double draw- 
er stops provided. Cabinet equipped 
with lock, (Similar available 
without lock.) 

Overall dimensions: height, 51% in.; 
width, 1434 in.; depth, 28 in. 

Finish: grey. 

Price. $67.45, f.0.b. Aurora, Ill. 

Other Models. Similar models avail- 
able in letter and legal sizes, with two, 
three, or four drawers with or without 
locks, Combination models available in 
this line. Also a line of two- and four- 
drawer letter- and legal-size cabinets, 
with or without locks, with 26'-in. 
depth. In addition, a line of non-sus- 
pension cabinets and several flat draw- 
er files. 


model 


Meilink Steel Safe Co. 

Illustration, Page 43. 

Model, No. 4L-D “Mercules Multi- 
Lox” insulated file. 

Description. An insulated file with 
outer and inner walls of steel. Design 
permits air circulation between com- 
partments. 

Cabinet has four letter-size drawers 
mounted on ball bearing suspensions 
with progressive extension slides. 
Drawers have “T” operating handles 
finished in satin chrome, and spring 
loaded drawer latch bolts. Signal lock 
shows when unit is unlocked. 

Cabinet can be equipped with com- 
bination or plunger lock or locks, for 
stack locking, independent locking of 
any one or all drawers, or group lock- 
ing. 

File carries Underwriters’ Class D 
label; similar file available with Class 
C label. 

Overall dimensions: height, 
in.; width, 17-1/32 in.; depth, 
in. 


55% 
32% 

Finishes: grey or green; grained 
walnut and mahogany and special fin- 
ishes obtainable at additional cost. 

Price. $215, list, in Eastern Zone. 

Other Models. The line includes 
two-, three-, and four-drawer models 
in legal and letter sizes, available with 
either Class C or Class D labels. Prices 
range from $140 to $271.50. Files with 
Class C labels have safety lock slide 
which prevents locking unless all draw- 
ers are completely closed. Cross file 
trays and inserts available 
aS accessory equipment, 


document 


Metal Office Furniture Co. 
Illustration. Page 49. 
Model. No. 1805 “Steelcase.” 
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OFFICE MANAGEMENT 


Description. A filing cabinet of steel. 
Top edges are rounded. 

Has four letter-size drawers, suspen 
sion mounted. Drawers are 101 in. 
high, 12% in. wide, and 26% in. deep 
inside. Cabinet equipped with para- 
centric key lock controlling all drawers. 

Overall dimensions: height, 52% in.; 
width, 147% in.; depth, 28 9/16 in, 

Finishes: metallic grey, desert sage, 
mist green, olive green, grained walnut, 
and grained mahogany. Special fin- 
ishes available at extra charge. 

Other Models. A wide line, includ 
ing 25 models in letter, legal, card, 
ledger, and other sizes. 


Monarch Meial Products, Inc. 

Illustration, Page 49, 

Model. No. P-1400. 

Description, A tabulating card file 
of steel construction, Has twenty draw- 
ers arranged in pairs on ten trays. 
Trays are suspension mounted and 
drawers are removable. 

Cabinet with or without 
lock. Lock, where provided, is auto- 
matic unit lock. 


available 


Overall dimensions: height, 52% in.; 
width, 19 in.; depth, 28% in. 

Finish: grey. 

Price. $166.25. 

Other Models. A similar file with 
ten drawers paired on five trays. Also 
two models with trays containing 
three drawers; one has a total of fifteen 
drawers, the other a total of thirty, 
These are designed for 5l-column 
tabulating cards. The 30-<drawer mcd- 
el is priced at $235.75. 


Oxford Filing Supply Co., Ine. 

Illustration. Above. 

Model. No. 422 “Oxford ‘Pendaflex- 
er’ Desk Side File.” 

Description, A movable file mount- 
ed on casters, designed for deskside 
use, Construction of steel. Designed to 
hold Oxford’s “Pendaflex” hanging 
folders. Model shown is for letter-size 
folders; a similar model, No. 423, is 
for legal-size material. 

Filing capacity is approximately 
that of a standard file cabinet drawer. 
Model is also equipped with bottom 
shelf measuring 24 by 12 in. Cover of 
file compartment is hinged, opening 
to the side. 

File is 284% in. high, including cas- 
ters, and 24 in. deep. Width, 134% in. 

Finish: grey or green, 


Price. $20.50. Legal-size model 


priced at $27.50. 
Other Models. Nos. 462 and 463 are 


Left: Oxford’s No. 422 
Right: Steel-Parts’ No. 103 


respectively the letter- and legal-size 
versions of a smaller file called the 
“Junior Desk Side File.” These are 
similar, but are 17 in. deep and are 
priced at $18 and $22.75. Desktop 
models also available. 


Remington Rand Ine. 


Illustration. Page 49. 

Model, No. 35015 “Kompakt.” 

Description. A steel file with five let- 
ter-size new design 
which accommodates five drawers in a 


drawers. Is of 


cabinet the same height as standard 
four-drawer models. According to the 
manufacturer, the new design also pro- 
vides greater strength and durability. 

Drawers are suspension-mounted, 
Can be equipped with lock. 

Overall dimensions: height, 51 in.; 
width, 15 in.; depth, 28 in. 

Finishes: grey, mahogany, and wal 
nut. 

Price. $105.50, Cabinet can be 
rented, 

Other Models. Several lines of cabi 
nets, varying in features, including 
models of letter, legal, card, check, and 
other sizes, and having varying num- 


bers of drawers. 


Left: Monarch Metal's No. L-2000 


Right: Remington Rand’s No. 850 (pair) 
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Bankers Box’s No. 511 
“Stax On Steel” (pair) 


The Schwab Safe Co. 

Illustration. Page 50. 

Model. No. 4LF. 

Description. An insulated steel file 
carrying the Underwriters’ Laborato- 
ries’ Class © fire protection label. 

Has four letter-size drawers, suspen- 
sion mounted, Equipped with either 
key or combination lock. 

Overall dimensions: height, 52% in.; 
width, 18 in.; depth, 31% in. 

Finishes: grey or green. 

Price $245. Same model with Class 
D label, $225, 

Other Models. Similar cabinets in 
letter and legal size, with two, three, 
or four drawers. 


Security Steel Equipment Corp. 
Illustration. Page 43. 
Model. No. 9401 “Crestline.” 
Description. A steel filing cabinet 
with four letter-size drawers. Drawers 
have cradle-type suspension mounting, 
with six ball-bearing rollers and four 
plain rollers per drawer. Drawer latches 


concealed in handles. Each drawer 


has compressor; tilt dividers may be 


Back of 
drawer has hand hold for convenience 
in handling when drawer is removed, 
Cabinet can be equipped with “Sure 
Spring” lock. 

Overall dimensions: height, 52 in.; 
width, 15-3/16 in.; depth, 28-9/16 in. 

Finishes: baked enamel in grey, 
green, seatone, sandtone, walnut, ma 
hogany, and bleached walnut. Trim: 
aluminum or bronze, 

Price. $86.75 lock, $100 
with automatic lock. Grained finishes 


substituted for compressor. 


without 


Cole Steel Equipment’s 
No. C112 


52 


General Fireproofing’s 


No. 2-TL-2 (pair) 


Guide Systems’ 


extra, These prices are Zone 1, list. 

Other Models, Other cabinets in the 
“9000” line are available in letter, le- 
gal, card, ledger, check, document, and 
X-ray sizes, with varying numbers of 
drawers. The “7700” line is the “A” 
grade line, and is similarly extensive. 
The “8800” line contains legal- and 
letter-size cabinets in two- and four- 
drawer models, 


Shaw-Walker Co. 


Illustration. Page 38. 

Model, No. N1070W “File-Master.” 

Description. A steel cabinet with 
four drawers; legal and_letter-size 
models available. 

Drawers mounted on free-coasting 
slides. When latch is released, drawer 
opens as expanding back gives it a 
push; back expands to give additional 
filing space, Drawers equipped with 
“Wobble-Blocks” to provide improved 
visibility of drawer contents. 
drawer is from 


Bottom 16% in. 


floor, to more convenient 
working height. Cabinet can be equip- 
ped with signal plunger key lock con- 


trolling all drawers. 


provide 


Overall dimensions: height, 52 in.; 
width, 15-1/16 in.; depth, 27 in. 

Finishes: olive green, mahogany, or 
walnut. 

Other Models. Two five-drawer ver 
sions of the “File-Master,” one each 
for letter- and legal-size material. Also 
an extensive line of other cabinets, in 
cluding insulated “Fire-Files” and 
standard and sectional files, in letter, 


legal, tabulating card, check, invoice, 


No. T40 


OFFICE MANAGEMENT 


Interior Steel's 


No. 45 (pair) 


Oxford's 
No. 71A 


Harrison Steel's 
No. TC-500 (pair) 


document, fingerprint, X-ray, and 
other sizes, varying in number of draw- 
ers and other features. 


Steel-Parts Mfg. Co. 


Illustration, Preceding page. 

Model. No. 103. 

Description. A portable filing cabi- 
net consisting of a single letter-size 
filing compartment mounted at desk 
height on casters and equipped with 
a lower shelf. Compartment has top 
cover which slides open to vertical po- 
sition shown in illustration. Cover pro- 
vided with lock. 

Filing compartment has features to 
accommodate hanging file folders; can 
be supplied, however, with follower 
block for use with conventional folders. 

Overall dimensions: height, 27! 
width, 14% in.; depth, 18% in. 

Finishes: 


4 in.; 


green, grey, mist green, 
desert sage, and walnut, 

Price. $22.75, list, Zone 1. 

Other Models. Similar file in legal 
size. Also mode!s without cover, and 
models consisting of single file com- 
partment without casters, 


The Victor Safe and 

Equipment Co., Inc. 
Illustration, Page 49. 
Model. No. 1410 “Bestline.” 
Description. A 

tour 


with 
Drawers 


steel cabinet 


letter-size drawers. 
mounted on cradletype suspensions, 
each with six ball bearing, two plain, 
and two floating rollers. 

Cabinet equipped with paracentric 
key lock controlling all drawers. 


Wilson Jones’ 


No. 183-15 


October, 1954 
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Tools of the Office 


Overall dimensions: height, 51 in.; 
width, 14% in.; depth, 28 in. 

Finishes: grey, green, walnut, or 
Special flat or grained 
finishes can be ordered. 

Other Models. A wide line of stand- 
ard files in letter, legal, card, tabulat- 
ing card, check, impairment, and plan 
sizes, and also in combinations. Num- 
ber of drawers varies. Also a line of 
insulated “Fire Master” files in vari- 
ous sizes and capacities; 
Underwriters’ Class C, 
labels. 


mahogany, 


some have 
others Class D 


Wassell Organization, Inc. 


Illustration. Page 38. 

Model. No. MRF3-COR 
Corres-File.” 

Description, An unusual file in 
which correspondence is filed on cir- 
cular horizontal tiers which rotate 
about a vertical axis, The letter-size 
model has six such tiers. Tiers are of 
stee] suspended on two 
radial thrust bearings to 


“Modular 


construction, 
three-inch 
permit them to be rotated by fingertip 
motion, 

three 
modular sections, each 24 in, high and 
48 in. across. Each section has base and 
top. Tiers can be adjusted to accom- 
modate cards of various sizes. Models 
available in letter, legal, card, tabu- 
lating ledger, and numerous 


As shown, model consists of 


card, 
other sizes. 

File can be locked by use of tumbler 
loc ks. 

Overall dimensions: height, 75% in.; 
diameter, 48 in. 

Finish: baked enamel in grey ham- 
mertone; other colors available 
tra charge, 


at ex 


Western Mfg. Co. 


Illustration. 
Model. Typical model 
“1500” line of “Wesco” 
Description, A 
four drawers. 


Page 38. 
from the 
cabinets. 
cabinet 
Available in 


with 
letter or 


steel 


legal size. 

Drawers are of non-suspension type, 
riding on unoiled nylon rollers. Cabinet 
equipped with paracentric 
lock. Depth of cabinet, 25 in. 

Finishes: olive green, pearl grey, sea 


xrooy ed 


mist green, and desert sage. 
Other Models. Cabinets in same line 
obtainable with two, 


three, or four 


drawer letter, legal, and card sizes. 


The “1 ‘ine is similar, but cabi- 


October, 1954 


nets of this series are 28 in. deep. 


Yawman & Erbe Mfg.. Co. 


Page 49. 
2404 


Illustration. 
Model. No. 
cabinet. 
Description. A steel cabinet of “lad- 
der” construction and flush design. 
Cabinet has four drawers, mounted 
on cradle type ball bearing suspensions, 
Can be equipped with lock. Drawers 
have safety latches. 
Overall dimensions: height, 50% in.; 
width, 14% in.; depth, 28 in. 
Finishes: grey, olive green, grained 
finishes and special flat finishes. 
Other Models. The “2400” line con- 
tains 25 models, including letter, legal, 
card, ledger, bill, check, 
X-ray, and fingerprint card sizes. Five 
other lines contain a total of 36 mod- 
els, varying similarly in sizes, capaci- 
ties, and features. 


“Empire” filing 


document, 


Transfer Cases 


Art Metal Construction Co. 


Illustration. 
Model. No. 
Description. 
steel. 


Next page. 
T1-let-2. 

A one-drawer 
case of Model 
size; similar model 


transfer 

shown is letter 
available legal 
size. 

Drawer rides on two steel rollers in 
front of frame; can also be provided 
with two rear rollers, 

Construction of top permits inter 
locking of several units to make a 
rigid stack. Case is completely enclos 
half-height and 
drawer has hand holes at rear for easy 


ed. Drawer sides are 


handling. Drawer sides are slotted for 
stop plates. 

Price. $8.50, Zone 1, 

Other Model. Same model in legal 
size. 


Bankers Box Co. 


Illustration, Opposite page, top lett 
Model No. 511 “Stax On Steel.” 
Description. A transfer case of cor- 

rugated fiber board, reinforced with 

steel side plates provide support 

Stacks can be 


‘d side by side by 


steel. 
when cases are stacked. 
means ol 
attach 


interlock« 
bolts in front and rear that 
through side-plates. 

Has single letter-size drawer with 
card holder. 
and rear drawer panels reinforced with 


bac k 


to facilitate carrying, and are waxed on 


metal handie and Front 


Masonite. Drawers have slot in 


OFFICE MANAGEMENT 


TRANSFER RECORDS 
THIS EASY WAY 
AND HAVE... 
ECONOMY, 
SYSTEM, 
SAFETY! 


—Lberly 
STORAGE BOKES 


Protect your inactive business records 

with proper storage. LIBERTY STORAGE 

BOXES are constructed of highest test 

corrugated fibre-board. Dust-proof, spill. proof 
protection. Liberty's storage system assures /ast- 
finding of any record. Try Liperty Boxes for 
quality and low cost. 25 stock sizes 


Sold by leading stationers 


Clip this ad to your letterhead 


FOR FREE BOOKLET 


1 Record retention chart tells you how long 
to keep specific record 

2 Gives complete information for best 
brocedures in record storage 


BANKERS BOX COMPANY 


720 $. Dearborn Street + Chicage 5, Ill. 


| COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


THE 
COFFIELD 
—., 
ORGANIZATION ee 


CHART 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 


STO 


ELECTRO - MOTIVE DIVISION 
AL MOT CORPORAT 


a 


PT te 
bie 


i 


1 me 
ray mini) 


bia 


nf OS. 


TT Timm iad 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 
‘+ All Parts Are Movable and Re-usable 
* Solves Your Chart Problem Forever 


Write for Free Mlustrated Folder 
with Price Schedule No, OM-10. 


MANAGEMENT CONTROL CHARTS CO. 


173) NN. WELLS 8ST CHICAGO 14, ILL. 
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Art Metal’s No. Tl-let-2 


Yawman & Erbe’s No. 4104R 


Globe-Wernicke’s No. 3F-1 


Dolin Metal's No. 500 


Diebold’s No. 82-71 


Stack of Weis’ No. 5591 
cases and stacking frame 
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bottom and sides to reduce sliding fric- 
tion. 

Cases as shown in illustration have 
No. MT1225 metal top. 

Finish: grey, with all metal parts 
cadmium plated. 

Price. $4.90 when packed two to a 
carton. 

Other Models, Similar cases in legal, 
check, and tabulating card sizes. Also 
a line of “Liberty” storage boxes, made 
of corrugated fiberboard, and available 
in letter, legal, invoice, and combi- 
nation letter-legal sizes. 


Berger Mfg. Div.., 
Republic Steel Corp. 

Model. No, 494-R4. 

Description. A transfer case made of 
steel with channel reinforcement at 
front and rear. Has one _letter-size 
drawer, which is mounted on four steel 
rollers. 

Other Models. Similar cases avail- 
able in legal, card, tabulating card, 
check, and bill sizes. 


Cole Steel Equipment Co., Ine. 

Illustration, Page 52. 

Model. No. C112. 

Description. <A steel transfer case 
with one letter-size drawer. Case has 
reinforcing channels running full length 
inside. Designed to be interlocked into 
solid batteries. 

Optional equipment includes spring 
compressor follow block ($1.90), lock 
($2.10), and steel base ($4.99). 

Inside dimensions: height, 101% in.; 
width, 12'4 in.; depth, 24 in. 

Finishes: baked enamel in olive 
green or grey. 

Price. $8.45, packed singly; $7.95, 
packed two to a carton. 

Other Models. Similar cabinets in 
legal and check size. Also a line of 
cabinets with drawers mounted on ball- 
bearing rollers. 


Diebold, Ine. 

Illustration. Left, center. 

Model. No. 82-71 “Safe-T-Stak.” 

Description. A steel transfer case, re- 
inforced, designed to interlock side to 
side, top to bottom, or back to back. 

Has single letter-size drawer, non- 
suspension mounted. Also available 
with “sintered” nylon glides, using 
blocks of nylon and with rear of draw- 
er suspended by nylon roller wheel in 
channel. Follower block optional. 

Overall dimensions: height, 107% in.; 
width, 12-15/16 in.; depth, 24 in. 

Finishes: baked enamel in olive green 


OFFICE MANAGEMENT 


Tools of the Office 


(standard); grey baked enamel avail- 
able. 

Other Models. A total of 18 models, 
in letter, legal, card, tabulating card, 
ledger, document, check, freight bill, 
invoice, microfilm, and other sizes. 


Dolin Metal Products, Ine. 
lilustration. Left, center. 

Model. No. 500. 

Description. A steel transfer case with 
one letter-size drawer. Drawer equip- 
ped with roller bearings, brass handle, 
and card holder. 

Case designed for standard nut-and- 
bolt interlocking with other cases. 

Overall dimensions: height, 12 in.; 
width, 13% in.; depth, 244% in. 

Finishes: baked enamel in grey or 
green. 

Other Models. Similar cases in legal, 
card, ledger, and other sizes. 


The General Fireproofing Co. 
Iliustration, Page 52. 
Model. No. 2 TL-2. 
Description. A transfer case of steel, 

reinforced inside by angle strips run- 
ning from front to back at each cor- 
ner. Case bound by two heavy chan- 
nel frames which carry load of other 
cases when stacked. 

Has one letter-size drawer, riding on 
steel rollers. One pair of rollers is in 
bottom of case, other pair at top rear 
of drawer. 

Overall dimensions: height, 12% in.; 
width, 13-1/16 in.; depth, 25 in. 

Finish: grey. 

Price. $8.85, list, Zone 1. 

Other Model, A \egal-size version of 
this case also available. 


The Globe-Wernicke Co. 

Illustration, At left. 

Model. No, 3F-1. 

Description. A transfer case of cor- 
rugated board with metal frame con- 
cealed within the front; designed to 
permit stacking of cases. 

Has single drawer, letter-size. Draw- 
er has rounded top edge to protect 
users’ hands. Drawer pull is of metal. 

Inside dimensions: height, 10% in.; 
width, 12% in.; depth, 23% in. 

Overall] dimensions: height, 11% in.; 
width, 13% in.; depth, 25 in. 

Finish: neutral tan, 

Shipped knocked down; designed to 
be assembled easily by user. 
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Victor Safe’s 
No. 627 


Other Model. No. 3F-2 is similar, 
but is legal size. 


Guide System and Supply Co., 
Inc. 

Illustration, Page 52. 

Model. No. T40 “ ‘Regular’ Trans- 
file.” 

Description. A transfer file made of 
fiberboard, reinforced with steel. Has 
a single letter-size drawer and can be 
provided with two-way interlocking at- 
tachments. Follow block optional. 

Inside drawer dimensions: height, 
10% in.; width, 12 in.; depth, 24 in. 

Price, $3.30. 

Other Models. A total of 12 “Regu- 
lar” models, including letter, legal, in- 
voice, check voucher, deposit - slip, 
tabulating card, and various card sizes, 
Also, the “Leader” line of cases with 
steel fronts, available in a similar range 
of sizes. In both lines, most cases are 
24 in. deep, but some are 18 in. A 
third line, the “De Luxe,” consists of 
letter-, legal-, and invoice-size cases 
with steel fronts and drawers .nounted 
on steel roller bearings. 


Harrison Steel Cabinet Co. 

Iilustration, Page 52. 

Model. No. TC-500. 

Description, A steel transfer case de- 
signed to stack vertically and horizon- 
tally; design permits interlocking. Has 
1 by '%-in. band iron frame to hold 
weight of stacked units. 

Equipped with one letter-size draw- 
er, which rides on four %-in. case 
hardened rollers, the rear rollers glid- 
ing through channels in bottom of 
case. Has positive stops to prevent 
drawer from being accidentally pulled 
out, 

Overall dimensions: height, 12% in.; 
width, 11% in.; depth, 24 in. 

Finishes: baked enamel in grey or 
olive green. 
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Mosler Safe Co.’s 
No. 3360A 


Price. $6.50, f.0.b, Chicago. 
Other Model. A similar case for 
legal-size material. 


Interior Steel Equipment Co. 

Iilustration, Page 52. 

Model, No, 45. 

Description. A transfer file of one- 
piece steel with | by %-in. steel bar 
completely encircling case at front and 
back. Has interlocking plates to permit 
stacking. 

Equipped with single _ letter - size 
drawer. 

Overall dimensions: height, 11% in.; 
width, 13 in.; depth, 25 in. 

Finish: olive green. 


The Mayfair Co. 

Model. No, 29. 

Description. A transfer case of steel, 
with stacking features to facilitate inter- 
locking, both vertically and horizontal- 
ly, and provide strength for stacked 
units. Made of 20 gauge steel. 

Has single letter-size drawer, non- 
suspension mounted. Rollers available 
at slight additional cost. 

Overall dimensions: height, 11-1/16 
in.; width, 12% in.; depth, 24 in. De- 
signed so that all models of Mayfair 
transfer cases, when stacked, level off at 
a height of 66, in., including base. 

Finishes: baked enamel in grey or 
green. 

Price. $5.95, 

Other Models. A total of 35 cases, in 
letier, legal, card, ledger, and other 
sizes. All models scaled so that when 
stacked they level off at a height of 
66% in., including base. 


Monarch Metal Products, Inc. 

Illustration, Page 51. 

Model. No. L-2000. 

Description. A ten-drawer transfer 
case for tabulating cards, of steel con- 
struction. Each of the ten drawers has 


Cole Steel Equipment’s 
No. 


two compartments, Drawers are non 
suspension mounted, 

Overall dimensions: height, 474% in.; 
width, 16% in.; depth, 277% in. 

Finish: grey. 

Price. $139.75. 


Oxford Filing Supply Co., Ine. 

Iilustration, Page 52. 

Model. No. 71A. 

Description. A single-drawer trans- 
fer case constructed of steel and fiber- 
board. Front of case is of steel. 

Drawer, letter-size, is non-suspension 
mounted; bottom is waxed. 

Overall dimensions: height, 114% in.; 
width, 14% in.; depth, 24 in. 

Finish: green; coloring printed on 
fiberboard, 

Other Models. Cases in the “Steel 
Front” line are also available in legal, 
card, ledger, and other sizes. Also of- 
fered is a line of steel-clad files, which 
are reinforced with steel but do not 
have steel fronts. A third line consists 
of all fiberboard fies. 


Parker Steel Products, Ine. 

Illustration, Opposite page. 

Model. No. 24LP. 

Description. A stee| transter case 
with a single letter-size drawer. Case 
reinforced internally. Drawer is non- 
suspension mounted, riding on roller 
bearings. 

Overall dimensions: height, 12 in.; 
width, 13% in.; depth, 24% in. 

Finishes: grey or green. Hardware 
brass. 

Other Model. A similar model is 
available in legal size. 


Remington Rand Ine. 
Illustration. Page 51. 
Model. No. 850. 
Description, A steel transfer case 
with concealed reinforcements. 
Has single letter-size drawer, equip- 


Brush-Punnett’s 
No. 3 
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Installation of Remington 
Rand’s No. 6028 


ped with follower blocks. 
Drawer rides on four rollers. Can be 
furnished with flat key lock. 

Overall dimensions: height, 11% in.; 
width, 13-13/32 in.; depth, 27 in. 

Finish: grey. 

Price. $9.70, Can be rented. 

Other Models, Similar cases avail- 
able in legal, card, ledger, check, and 
tabulating card sizes. 


The Weis Mfg. Co. 
Illustration. Page 54. 
Model. No. 5591 “Weis Wizard” 
with No, 5512 stacking frame. 
Description. A 


optional 


transfer 
case with optional steel stacking frame. 

Has single drawer, letter size, non- 
suspension mounted. 


fiberboard 


Overall dimensions: height, 104% in.; 
width, 12% in.; depth, 24 in. 

Finish: natural fiberboard; stacking 
frame finished in grey baked enamel. 

Price, $2.25 without stacking frame; 
$3.25 with frame. These prices for 
Zone |. 

Other Models, Similar cases in legal, 
invoice, and check sizes. 


Wilson Jones Co. 
Illustration. Page 52. 
Model. No, 183-15. 
Description, A transfer case of heavy 

sheet steel, reinforced with channel iron 

and electrically welded, 

Contains one drawer, mounted on 
roller suspension slides. Drawer de- 
signed to hold machine bookkeeping 
forms measuring 84) by 11 in. Draw- 
er catch released by push button, Can 
be ordered with four-wheel stand. 
Stand designed to hold machine post- 
ing trays. 

Overall dimensions: height, 15 in.; 
width, 114% in.; depth, 18% in, 

Finishes: baked enamel in grey or 
(at extra charge) in green. 
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Schwab Safe’s 
No. 1842C 


Price. $54.80, list, without stand, 
$4.80, list, with stand. 

Other Models. A model for 12 by 
12-in. machine posting forms; it has a 
26%-in. depth. Also the “153-154” 
lines with roller bearing drawers; draw- 
ers have follower blocks, handles, and 
label holders. These models can be or- 
dered with four-wheel 
tionary base, 


stand or sta- 


Yawman & Erbe Mfg. Co. 
Illustration. Page 54. 
Model. No. 4104R. 
Description, A 
containing one 


steel transfer case 
letter-size drawer. 
Drawer rides on four rollers. Com- 
pressors available. 

Case designed with strength to per- 
mit stacking and with features to per- 
mit interlocking. 

Overall dimensions: height, 12-5/32 
in.; width, 13-11/16 in.; depth, 27 in. 

Finish: grey. 

Other Models. A total of 21 cases, 
including letter, legal, card, ledger, 
bill, deposit ticket, document, check, 
and tabulating card models. 


Office Safes 


Art Steel Sales Corp. 

Illustration, Opposite page, center. 

Model. No. F2201 “Steelmaster.” 

Description, A steel cabinet with two 
doors, one inside the other. Inner door 
equipped with combination lock. 
Has two non-suspension storage draw- 
ers, each equipped with flat key lock. 
Also has secret vault. Outer door has 
vending machine type lock. 

In addition to inner compartments 
described above, storage space includes 
adjustable shelf. Inside space is 16 in. 
high and 15% in. wide. 


Shaw-Walker’s 
No. 4070 
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Diebold’s No. 3316 
“Vaultette” 


Overall dimensions: height, 31 1 
width, 18 in.; depth, 16 in. 
Finishes: grey, olive green, frost tan, 


= 
< 


and frost green, 

Price. $54.45, Zone 1. 

Other Model. A similar safe-cabinet 
with an upper drawer above the main 
storage compartment. 


Brush-Punnett Co. 

Illustration. Preceding page. 

Model. No. 3 “Sentry.” 

Description. A steel safe mounted in 
a decorative mahogany cabinet. Safe 
carries one-hour label certifying pro 
1700° F 
heat for that period, Equipped with 
combination lock. 

Mahogany cabinet is 25, in. high, 
has a top 20 in. square, and a base 
18, in, square. Hardware is of solid 
antique brass. 

Price. $99.50, on the East Coast. 

Other Models. No. 1 is a floor safe 
with a storage capacity of 2340 cu. in.; 
it is mounted on wheels. No. 2 is a 
wall safe with a capacity of 1710 cu. 
in. “Sentry” safes carry a one-hour 
fire protection label and are built of 
stressed and pressed cold rolled steel. 
Doors are of one-piece construction and 
have built-in combination locks. 


tection of contents against 


Cole Steel Equipment Co., Inc. 
Illustration. Preceding page. 
Model. No. 2906. 

Description. A steel safe containing 
two safety vault boxes under extra lock 
and key, in addition to shelf space. 
Door equipped with Yale three-wheel 
screw wedge combination lock with 
three interlocking bolts. 

Overall dimensions : height, 301 in.; 
width, 14% in.; depth, 28% in, 

Finishes: grey or olive green. Also 
available in grained walnut or ma- 
hogany at $9 additional. 
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Cramer’s No. 60 “Dropository” 


Price. $59. 

Other Model. No. 2900 is similar, 
except that it has an adjustable shelf 
instead of the vault boxes. 


Cramer Safe Co. 

Illustration. Above. 

' Model. No, 60 “Dropository.” 

Description. An attachment to per 
mit making deposits in a safe without 
opening the safe itself. Can be fitted 
directly onto a safe or placed on a 
wall with connecting chute to safe. 

Dropository consists of an external 
casing and a rotating inner cylinder 
called a “roter.”” Roter, which is turned 
by means of handle, has a slot through 
which money can be dropped inside. 
When roter is turned in one direction, 
slot becomes aligned with a correspond 
ing slot in external housing; in this 
position, money can be dropped into 
the roter. When roter is turned, slot 
comes into alignment with slot in top 
of safe or in chute; money in roter 
then drops into safe. 


Because of design, there is never 
any direct or unprotected opening into 
safe. Spring tension keeps roter closed 
unless handle is held open. Tension 
can be adjusted or spring can be re- 
moved entirely. 

Housing is a one-piece steel casting, 
treated with coating to resist rust. De- 
signed to be mounted on any safe or 


chest. 
Receiving compartment is 4% in. 
, wide, 6 in, deep, and 104% in. long. 


Overall dimensions: length, 12 in.; 
width, 7Y, in.; height, 7 in. 

Price. $195. 

Other Model. No. 20, with a nar- 
rower slot, is designed for letters, and 
is priced at $112. 


Diebold, Inc. 
Illustration, Opposite page, top right. 
Model. No. 3316 “Vaultette.” 
Description. A one-hour safe carry- 
ing the Class C labels of the Under- 
writers’ Laboratories and the Safe Man- 
ufacturers National Association, and the 
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U. L. “T-20" burglary label. 

Constructed of completely welded ex- 
terior and interior steel shells with 
poured vermiculite insulation, Corners 
and edges rounded. Apron conceals 
casters. Has three-tumbler key changing 
bank type combination lock, mounted 
on drill-resistive steel plate. : 

Interior arrangements optional, in- 
cluding drawers, lockers, and other fea- 
tures. In two models, a roller suspension 
shelf is available. 

Inside dimensions: height, 33% in.; 
width, 16% in.; depth, 19% in. Over- 
all dimensions: height, 42 in.; width, 
22 in.; depth, 26% in. (including han- 
dle). 

Price, $253.50, Eastern Zone. Interior 
equipment extra. 

Other Models. A total of four in the 
“Vaultette” line, including single- and 
Also three other 
lines: the “Dominator” line of four 
models of four-hour safes, the “Com- 


double-door safes. 


mander” line of six models of two 
hour safes, and the “Guardian” line of 
nine models of small, single-door, one- 
hour safes. 


Herring-Hall-Marvin Safe Co. 

Illustration. Top right. 

Description. Model shown is one of 
Herring - Hall - Marvin’s smaller office 
safes, pictured as mounted on newly in- 
troduced wrought iron base. Base is 
separate. 

Safe itself, of steel, has combination 
lock. Interior arrangements include 
version shown, with small compart- 
ment equipped with lock, small drawer, 
and two open compartments. 

Base designed to raise safe to conve- 
nient height. Safe is placed on base 
without removing casters. Base fin- 
ished in satin black enamel. 

Other Models. An extensive line of 
safes of various sizes, capacities, and 
features. 


Invincible Metal Furniture Co. 
Illustration. At right, bottom. 
Model. No. 1040-CS “Concealed Safe 

File.” 

Description, A steel file cabinet with 
concealed safe compartment in lieu of 
top drawer. Safe compartment meas- 
ures 11% by 10 by 184% in. and has 
combination lock. Trays available for 
compartment. 

Has three letter-size drawers with 
suspension mounting. Drawers locked 


Art Steel’s No, F2201 


Invincible’s No. 1040-CS 
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HOW X t RO G RA a ial Y (ZE-ROG-RA-FEE) 


cuts duplicating costs 18,000 a year 
at Bausch & Lomb Optical Co. 


SPEEDS PAPERWORK 


Ray Ban Sun Glasses are an exclusive 
development of Bausch & Lomb 


Bausch & Lomb Microscopes are 
used by research centers, industries, 


and universities all over the world 


Ss Hu & Lom, world renowned for 
its contributions to optical progress, has 
cut its duplicating costs $18,000 a year 
since installing NeroX® copying equip- 
ment to prepare offset paper masters 
by xerography. 


Bausch & Lomb saves $1,000 a month in its Stenogr: iphic Department. In the 
Factory Engineering Department of the Instrument Division, a saving of approxi- 
mately $500 a month is being made. In 1952 Bausch & Lomb « hanged its Production 


Control System and reduced the number of system steps from 15 to 10 using a 
Xe roX-oflse ‘t combination. 


Bausch & Lomb is one of the many hundreds in business, industry and government 


using the magic of xerography to speed the flow of paperwork and to cut duplicating 
costs, 


Anything written, typed, drawn or printed can be reproduced with photographic 
accuracy in about 3 minutes onto an offset paper master for runoff of multiple copies 
on an offset duplicator, Original copy may be enlarged, reduced or reproduced same 
size by xerography in XeroX® Lith-Master* copying equipment. Copies can be made 
from one or both sides of original material by xerography. 


For use in diazo type machines, translucent intermediates can be made from any 
original subject in the same speedy way. 


There is no limit to the versatility of the dry, electrostatic xerography process in 
paperwork duplicating applications. 


A TRADEMARK OF THE HALOID COMPANY 


Write tor proof of performance folders showing how 
Bausch & Lomb and companies of all kinds are cutting du- 
plicating costs and speeding paperwork with xerography. 


THE HALOID COMPANY 


54-35X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


Se La, eteeeneeeie wee tenes 


eymerenermemaaan 


XEROGRAPHY 


cre oe tae 


| grained walnut or mahogany. 


i | 
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Tools of the Office 


by means of paracentric lock. 

Overall dimensions: height, 52 in.; 
15 in.; depth, 28 in. 
Finishes: tan, grey, grained walnut, 


width, 


| grained mahogany, and two shades of 


green. 
Price. $147.25, Zone 1. 
Other Models. 
able in letter and legal size, with two, 


Similar models avail- 
three, or four drawers. 


Meilink Steel Safe Co. 
Illustration. Preceding page. 
Model. No. 8. 

Description. 


derwriters’ 


A safe carrying the Un- 
Laboratories and the Safe 
National 
Class C labels for fire protection, 
withstand 1700° F. 
Also carries the T-20 
Burglary Label and the Underwriters’ 
Relocking Device Label. 

Constructed of steel, 


Association 
Can 
heat for one hour. 


Manufacturers’ 


Underwriters’ 


Thermo- 
Cel insulation between the outer and 
inner shells, Safe equipped with com- 
bination lock. 


with 


Storage space is 31 in. high, 18% in 

Available 

with various combinations of shelving, 

lockers, and 3 by 5 box drawers. 
Overall dimensions: 

width, 2514 

Finishes: 


wide, and 15 in. deep inside. 


41% 


in. 


height, 
in.: in.; depth, 22% 
grey or green wrinkle, or 
Special 
finishes at additional cost, 

Price. $211.75, Eastern Zone list. 

Other Models. The same safe avail- 
able with 21 in. inside depth. Also a 
number of other safes varying in size 


and interior arrangements, and priced 


| from $140 to $371.75. 


Mosler Safe Co. 

Illustration. Page 55, 

Model. No. 3360 A. 

Description. A safe designed to with- 
stand four hours’ exposure to heat of 
3,000° F, Carries the Class A and T-20 
labels of the Underwriters’ Laboratories. 

Combination lock is capable of 1,- 
290,000 changes. Lock is provided with 
drill-resisting gvard plates and should- 
ered spindle. Has “Counter-Spy” dial. 
Safe’s wheels protected by skirt which 
is detachable to permit moving and 
cleaning. 

Safe is of heavy steel, electrically 
welded. Equipped with valve door 
which automatically seals interior of 
safe when temperature reaches 165° F. 


(To page 61) 
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today’s smartest dictating instrument! 


& 


Tiny but tough, the twice as useful 
“V.P.” EDISON VOICEWRITER gives you 
round-the-clock work-relief. With the 
versatile V.P. you can dictate on-the- 
spot—in the office or at home or hotel! 
Simple accessories permit transcribing 
as well as dictating—a complete, eco- 
nomical dictation service in one slim, 
trim, double-duty marvel. Epison-en- 
gineered, the V.P. has a host of patented 
features to ease use and speed work- 
flow. Like a modern, high-speed cam- 


Q Edison. 


ALSO MAKERS OF THE FAMOUS EDISON 
NICKEL-IRON-ALKALINE STORAGE BATTERY 


FREE 12 PAGE FULL-COLOR BOOK gives 
all the news about the pace-setting V.P. 
Just mail coupon or phone local repre- 
sentative listed under EpIson Volce- 
WRITER. A desk-side demonstration is fast 
...and without obligation... ! 


October, 1954 


era, it’s designed to go where you go, 
always ready for action. Handsome? 
Sure! But rugged, too. Saves money 
when you buy it—and saves more as 
you use it. It’s the years-ahead design 
for years of action, in the office or on 
the go! Rent it or buy it—butrryit...! 
Easy 3-year pay plan—nodown payment. 


STOP LUGGING LUGGAGE! 


So small, so light, so easy to 
carry, the V.P. Epison Voicr- 
WRITER is the first “briefcase 
secretary.” Toss it into your 
suitcase, slide it into your brief- 
case—or even tuck it under 
your arm for short hauls! 


EDISON VOICEWRITER 


that (new) fashioned dictating instrument 


THOMAS A. EDISON, Incorporated, 


Edison Voicewriter Division, 


46 Lakeside Avenue, West Orange, N. J. 


O. K., send me “GET ACTION ON THE Go!” 


NAMI 
COMPANY ____ 
ADDRESS 


CITY 
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no obligation. 
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A regular visit by the linen supply man is good 
public relations. That’s because consideration for 
the personal comfort of your employees is 
another company benefit that increases efficiency, 
gives employees greater job satisfaction. Fresh, 
clean cotton towels and uniforms, cotton 

table and bed linens are sure, economical ways 
to boost employee morale and build customer good 


will. Look into the advantages linen and 


towel service can offer your business. 


Linen Supply 


ASSOCIATION OF AMERICA 


_ 
— 


and National Cotton Couneil 3 > 
22 W. MONROE ST., CHICAGO 3, ILL. ad 


In any business... Linen Supply is Good Business 
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Tools of the Office 


for better bookkeeping 
use PARSON’S popular 


MECHANO eae 
FORM ~< 


LEDGER PAPER AND INDEX CARD 


Interior arrangements available in 
wide variety. 


Overall dimensions: height, 757 in.; 
width, 427% in.; depth, 31% in. 

Finishes: grey-green is standard; op- 
tional finishes, at extra cost, include 
grained walnut or mahogany. 


Other Models, An extensive line ot 


safes, money chests, etc., varying in 


size, capacity, labels carried, and other 
features, 


Protectall Safe Corp. 
Illustration. Page 57. 
Model. “Executive.” 
Description. A steel safe carrying the 

Class C label of the Underwriters’ Lab 

oratories and the Underwriters’ Ap- 

proved Relocking Device. Safe is 
equipped with combination lock. 
Storage space measures 14-5/16 by 

10% by 12% in, 

Overall dimensions: height, 23% 
in.; width, 15% in.; depth, 19% in. 
Finishes: grey, green, or black. 


Price. $108.50, Zone a 7 Se King Cotton says: “Any transaction that’s worth 

Other Models. A line of 15 models, | \ 2 recording at allis worth putting on paper that will 
varying in size, capacity, and features. ; = keep the record as well and as long as you need it.”” 
Remington Rand Ine. The smallest item in office, shop or made in white and six colors, 13 sizes 

Illustration. Page 56. field expense is the paper that records and four weights. MECHANO 

Model. No. 6028B. are kept on. A paper not up to the job FORM INDEX-BRISTOL comes in 


may mean many costly man-hours of | white and seven colors, five sizes and 
copying — an expense more than the four weights. The colors match for 
cost of all the fine paper you could “color control” — a time-saver if you 
use in years. For efficiency — which _ have several departments, branches or 
+ mee means saved man-hours — the paper classes of records. The eight weights 
U.L. T-20 and Relocking Device labels. and card you use must have a smooth make it possible for you to get a card 


Description, A \arge cabinet-type in 
sulated steel safe carrying the Under- 


writers’ Laboratories’ Class B label. Can 
be had with Class A label. Also has 


Interior storage space can be fitted | no-glare surface so made that ink or sheet as tough or stiff as you need, 
with various drawer arrangements, ¢.g., won't run or smudge, erasability, uni- and the many sizes mean you can get 
with 15 letter-size drawers, 10 legal- | formity from piece to piece and a _ almost any shape sheet or card you 
size drawers, 77 3 x 5 card drawers, toughness that’s obtainable only in need, without waste. MECHANO 
12 ledger-size drawers, or 31 map and paper made with new long, strong FORM is made to match the require- 
plan drawers. Drawers are suspension cotton fibers. ments of either machine or hand 


. anand MECHANO FORM LEDGER is __ bookkeeping. 
: | 
Safe is available with “Slide-in-Door” | 
device to save floor space. Equipped PARSONS PAPER COMPANY 


with offset spindle combination lock. Over 100 Years in Holyoke, Massachusetts 
Overall dimensions: height, 73% in.; © pp co 1984 


width, 51 11/16 in.; depth, 394% in. Fett e eee eeeseesaaa= 


Finishes: grey, olive green, ma- VALUABLE 
hogany, or walnut. FRE BOOKLET 


Parsons Paper CoMPANY 
DEPARTMENT 5N 
HOLYOKE, MASSACHUSETTS 


Price. Available from manufacturer. 


In chese days of government supervision Please mail me, without cost or obligation, your 


Safe can also be rented and control of records and documents, noe —y Hy sah vecords ae - son ney | and 
mn ie. oa ay tin Heat tet anata, ke Ge getting the right paper or card for various kinds 
Other Models. Safes in 15 sizes. many must be kep y . of records. It's called “How to Get What You Need 


booklet tells how long various types of 
records should be kept, and what kind of 


in Record Keeping Papers and Index Cards,” 


. + . | i ay 
The Schwab Safe Co. paper is necessary to take the wear, and Name 7 
. ) years of storage, each record must stand. (PLEASE PRINT) ; 
Mlustration, Page 56. It tells how to set up a continuing Or , adele 
Model. No. 1842 C. system of records control and how to a ead AE 
ae Ee ; . . - save money in buying record-keeping - 
Description. A steel safe carrying the paper and card. Every accountant, treas- as | 
Underwriters’ Laboratories’ Class C and | urer, controller, office manager and Street oe 
T-20 labels. bookkeeper should have one. Send for City or wl” 


your free copy today. _ State 


FPeCSCeSSeeeeeeeeeee2e8eeS2 
heeeceeeeceeeeeeaeecaeceesaad 


Has Mercantile “E” Bank “H” 
October, 1954 
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TEGHNIPLAN dealer! 


THE OPEN MIND is readily impressed by the 
direct advantages of the original engineered 
modular office system—TECHNIPLAN, 


wuat you Get, with Techniplan, is invari- 
ably more than you expect. You need better 
use of floor space—you get that PLUS not- 
able increase in individual worker output. 
You buy Techniplan for bigger work output 
—you get, in addition, flexibility and cus- 
tom-fitted work stations for every kind of job. 
You desire privacy—it comes coupled with 
noise abatement, increased worker comfort 
and convenience. With all of these you get 
modern, impressive appearing offices. 


THERE'S NO SECRET to Techniplan versatility! 
Interlocking, interchangeable components 
fit any desired arrangement; as readily con- 
form to changed requirements. Interlocking 
or free-standing partitions provide privacy 
wherever needed. 


ENTHUSIASTIC USERS, in all sizes and types 
of offices, confirm these advantages. Your 
Globe-Wernicke dealer will show you nearby 
installations, or demonstrate Techniplan in 
his store. Find him in your classified ‘phone 
book, under “Office Equipment.” 


Engineering Specialist In 
Office Equipment, Systems 


and Visible Records 


Your copy of 


this Techniplan 


book is free — 
request it on 
your business 
letterhead, 


please. Address 


Dept. 9-OM. 


| 


| 


| 


| 
Cincinnati 12, Ohio | 


Tools of the Office 
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round door chest. Safe equipped with 
four-tumbler key changing lock. 
Overall dimensions: height, 46% 
in.; width, 22% in.; depth, 25 in. 
Finishes: green or grey wrinkle. 
Price. $832, list. 
Other Models. A total of 15 stand- 
ard models with Class C labels, varying 
in size, capacity, and features. 


Shaw-Walker Co. 


Illustration, Page 56. 

Model. No. 4070 “Fire-File.” 

Description. A “sate in filing cabinet 
form,” as the company describes it. 
Has four letter-size drawers in insulated 
stee] case. Carries Safe Manufacturers’ 
National Association and Underwriters’ 
Laboratories’ Class C or D labels cer- 
tifying one-hour fire protection, 

Drawers are mounted on suspension 
slides, and are equipped with “Wobble 
Blocks” to make contents completely 
visible. Cabinet has signal plunger key 
lock; dual locking arrangement with 
combination lock is optional. Drawers 
have one-finger latch releases. 

Overall dimensions: height, 52 in.; 
width, 1744 in.; depth, 30 5/16 in. 

Finishes: olive green, silvertone, wal- 
nut, and mahogany. 

Other Models. A total of 36 models, 
in letter, legal, card, ledger, check, 
document, form, and other sizes, and 
with from three to six drawers. 


| The Victor Safe and 


Equipment Co., Ine. 

Iilustration. Page 55. 

Model. No. 627, 

Description. An insulated floor safe 
of reinforced steel. Has concealed 
hinges, concealed casters, rounded cor- 
ners and edges. Carries the Under- 
writers’ Laboratories’ Class C label, cer- 
tifying one-hour fire protection, 

Interior equipment, including shelv- 
ing, partitions, card drawers, and lock- 
ers, is adjustable. 

Safe equipped with four-tumbler 
combination lock with offset spindle, 
controlling four-lock bolt. Handle and 
lock make one unit; combination of 
dial and spindle requires only one open- 
ing in door. 

Overall dimensions: height, 36 in.; 
width, 21-7/16 in.; depth, 26% in. 
Inside height, 27 in. 

Finishes: grey, green, walnut, or ma- 


(To page 65) 
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Looks Better! Types Better! Prints Betier! 


3 big reasons why more business 
today is done on Hammermill Bond 


Look through your mail any morning. 
Chances are-you'll see the Hammermill 
watermark more often than any other. 
Compare the features that make Ham- 
mermill Bond the preferred office paper 
—as it has been for 42 years. Note the 
attractive, sparkling blue-white! See 
how much more readable it makes typ- 
ing and how its smooth, uniform sur- 
face permits clean, inconspicuous 


‘o 44, 4 
it. , 
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#: A le atin 


erasures! Then talk to your printer. 
He'll tell you he can deliver better- 
looking letterheads, envelopes and 
business forms on Hammermill Bond. 
We'll send you free the latest Ham- 
mermill Bond sample book. It shows 
the brilliant blue-white and twelve 
“Signal System” colors. Write today— 
on your business letterhead—to Ham- 
mermill Paper Company, Erie, Pa. 


MMERAT? 
w’aonn ~~ 


FOR OVER 40 YEARS... 
AMERICA'S MOST USED BOND PAPER 


am You can obtain business printing on iv 
i) Hammermill Bond wherever you see : 
ep es rome the Guild shield on a printer's window. 
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if fire struck 
your office tonight 
you could have... 


Complete destruction of valuable papers— 


like those you are now keeping in your 


desk. Nothing left here but a mass of char- 


red, useless ashes. 


unless you have this... 
VICTOR FIRE DRAWER 


Heavily insulated, the Victor Fire Drawer 


is tested and certified to protect paper con- 


tents from fire for at least one hour in 


severe heat reaching 1700° F. 


Many important letters, records and your elbow...only an arm’s length 
other vital papers cannot be replaced. from the papers in use on your desk. 
Their protection from fire is essential Remember... nearly half of all fires 
to you, your office, your business. The strike during office hours. Protect your 
Victor Fire Drawer provides this pro- “in work” papers all night, all day with 


tection — certified protection right at a Victor Fire Drawer. 


For full information write today to... 


VICTOR SAFE & EQUIPMENT WA Log ee 


DEALER SALES DIVISION 
315 FOURTH AVENUE - NEW YORK 10,N.Y. 
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Tools of the Office 


hogany. 
dered. 
Other Models. 


Special finishes can be or- 


Also a line of large filing safes, with 
one-, two-, and four-hour labels. 


Manufacturers’ List 


File Cabinets and Transfer Cases 


All-Steel Equipment Inc. 

Aurora, Ill. 
Amberg File & Index Co. 

1600 E. Duane Blvd., Kankakee, Ill. 
American Box & File Co. 

18 Mangum St., $.W., Atlanta, Ga, 
American Metal Products Corp. 

3864 Laclede Ave., St. Louis 8. 
Arrow Paper Products Co. 

502-504 W. 30th St., New York. 
Art Metal Construction Co. 

Jamestown, N, Y. 
Art Steel Sales Corp. 

170 W. 233rd St., New York 63. 
Atlas Stencil Files Corp. 

16724 Westfield Ave., Cleveland. 
Automatic File & Index Co. 

549 W. Washington Blvd., Chicago 6. 
Bankers Box Co, 

720 S. Dearborn St., Chicago 5. 
Bentson Mfg. Co., The 

Aurora, Ill. 
Berger Mfg. Div., Republic Steel Corp. 

1038 Belden Ave., N.E., Canton 5, O, 
Browne-Morse Co. 

Muskegon, Mich. 
Cardinal Sales, Inc. 

5631 W. Madison St., Chicago 44. 
Cole Steel Equipment Co. 

285 Madison Ave., New York 17. 
Columbia Steel Equipment Co, 

Lincoln-Liberty Bldg., Philadelphia 7. 
Convoy, Ine. 

P.O. Box 216, Station B, Canton, O. 
Corry-Jamestown Mfg. Corp. 

Corry, Pa. 
Currier Mfg. Co. 

2448 W. Larpenteur Ave., St. Paul, 

Minn. 
Diebold, Inc. 

Canton 2, Ohio. 
Dolin Metal Products, Inc. 

315 Lexington Ave., Bklyn 16, N. Y. 
Durable Metal Products Co. 

1709 St. Marks Ave., Bklyn 33, N. Y. 
Futuramic Steel Products Corp. 

1400 Atlantic Ave., Brooklyn, N. Y. 
General Fireproofing Co., The 

Youngstown 1, Ohio, 
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Three other models | 
in the “600” line, varying in height. | 
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Costs less than 
a typewriter... 

saves more than 
it costs! 


Hand folding is no 
longer a necessary nuisance 
in any office. Now there are 


small, electric Pitney-Bowes 
folding machines that make 

quick and efficient work of folding 
bulletins, form letters, announcements, 


other mail enclosures. Your highly The FH costs less than 


paid office workers are freed from aati Tice 
tiresome hand-folding. You save plenty. 

The litthe FH model, for instance, 
which costs less than a typewriter, folds 


even when stapled together. 

Electrically driven, with semi-auto- 
matic feed, the FH can be used by 
anybody. It takes but a few seconds 
to set up for a job...easy as tuning 
your TV! Requires little space. And 
it’s so light it can be carried anywhere 
it’s needed. 

Ask the nearest Pitney-Bowes office 


five to ten times as fast as a person can 
fold by hand—can double-fold as many 
as 5,000 letter-sized sheets an hour. 
It makes eight different folds, handles 
sheets as large as 8% by 14 inches— 


for a demonstration, or send ccupon for 
a free illustrated booklet. 


The larger, fully 
automatic FM will fold 
up to 19,000 sheets an 
hour wonderful time 
and work saver 


| Move indicator knobs to widths wanted 


.. And it’s ready to gol 
PE - 


_PITNEY-BOWES 1 


Folding Machines! 


Pirney-Bowes, Inc. 
2958 Pacific St., Stamford, Conn. 


Send free booklet on 
Folding Machine to: 


| Name 


| Made by Pitney-Bowes, Inc originators | 
| PI ) of the postage meter... 93 branch offices, | Firm 
| with service in 259 cities in U.S. and Canada. 
— | 
| = , Address 
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Tools of the Office 


Globe-Wernicke Co., The 
5025 Carthage Ave., Norwood, Cin- 
cinnati 12, 
Guardsman Safe Co. 
(See: Guardsman-Valentine, Inc.) 
Guardsman-Valentine, Inc. 
La Porte, Ind. 
Guide System & Supply Co., Inc. 
335 Canal St.. New York 13. 
Harrison Stee] Cabinet Co, 
4718 W. Fifth Ave., Chicago 44. 
Hedges Mfg. Co. 
2931 Wentworth Ave., Chicago 16, 
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Herring-Hall-Marvin Safe Co. 

1550 Grand Blvd., Hamilton, Ohio. 
Hillside Metal Products, Inc. 

262 Passaic St., Newark 4, N. J. 
Hirsh Mfg. Co., S. A. 

8051 Central Park Ave., Skokie, Ill. 
Home-O-Nize Co., The 

Third and Oak Sts., Muscatine, Iowa. 
Interior Stee! Equipment Co., The 

2352 E. 69th St., Cleveland 4. 
Invincible Metal Furniture Co. 

842 S. 26th St., Manitowoc, Wis. 
Kay-Wood Products, Inc. 

Drawer No. 361, Bedford, Pa. 
Keystone Steel Equipment Co., Inc. 

1914 S. Water St., Philadelphia. 


| statiome RY COUNTER | 


BECAUSE paper is made for specific end uses, 
requiring different characteristics in the paper. 


Neenah papers, for example, are designed for “quality.” 

They contain new cotton fibers and are carefully 

manufactured so they will have strength, permanence and prestige. 
Naturally, their cost is slightly higher. 


Neenah papers are used for documents, certificates 

and other valuable uses. When you need typewriter papers that add 
prestige to your letters, reports and records, 

we suggest you try Neenah Boxed Typewriter Papers. 

Then you will be convinced that all papers aren't alike. 


And remember, the stationer who carries Neenah Business Papers 
is also a good source for other quality office supplies. 


VCH. 


nih, 


AW REOMRITER PREERS 


NEENAH BOXED TYPEWRITER PAPERS 


Bonds and onionskins with from 
25% to 100% rag content 


NEENAH PAPER COMPANY, Neenah, Wisconsin 
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Le Febure Corp. 
716 Oakland Rd., N.E., Cedar Rap- 
ids, Iowa. 
Lexington Metal Products, Inc. 
565 Park Ave., Brooklyn 5, N. Y. 
Lion Stee] Equipment Co. 
690 Third Ave., New York, 
Lyon Metal Products, Inc. 
16 Madison Ave., Aurora, Ill. 
Mayfair Co., The 
317 N. Despiaines St., Chicago 6. 
Meilink Steel Safe Co. 
1672 Oakwood Ave., Toledo 6; Ohio. 
Metal Office Furniture Co. 
1491 Division Ave, S., Grand Rapids 
2, Mich. 
Midwest Metal Mfg. Co. 
1818 N. 18th St., St. Louis 6. 
Monarch Metal Products, Inc. 
724 S. Columbus Ave., Mt. Vernon, 
N. Y. 
Northwest Metal Products Co. 
1337 E. Mason St., Green Bay, Wis. 
Otis Steel Products Co, 
Ellicottville, N. Y. 
Oxford Filing Supply Co., Inc. 
Clinton Rd., Garden City, N. Y. 
Parker Steel Products, Inc. 
54 Columbia St., Brooklyn 2, N. Y. 
Pease Co., The C. F. 
2601 W. Irving Park Rd., Chicago 18. 
Peerless Steel Equipment Co, 
Unruh & Hasbrook Aves., Phila. 11. 
Penn Metal Corp. of Pa. 
50 Oregon Ave., Philadelphia 48. 
Pronto File Corp. 
285 Madison Ave., New York 17. 
Remington Rand Inc. 
315 Fourth Ave., New York 10, 
Rockwell-Barnes Co, 
35 E. Wacker Dr., Chicago. 
Royal Metal Mfg. Co. 
175 N. Michigan Ave., Chicago 1. 
St. Marks Metal Products, Inc. 
(See: Durable Metal Products Co.) 
Schwab Safe Co. 
Lafayette, Ind. 
Security Steel Equipment Corp. 
Avenel, N. J. 
Shaw-Walker Co. 
1950 Townsend St., Muskegon, Mich, 
Stacor Equipment Co, 
768 E. New York Ave., Brooklyn 3, 
New York 
Steel Parts Mfg. Co. 
4630 W. Harrison St., Chicago 44. 
Supreme Steel Products, Inc. 
52-85 74th St., Maspeth, L. I, N. Y. 
Top Flight Products Co., Inc. 
6224 S. Oakley Ave., Chicago 36. 
Victor Safe & Equipment Co., Inc., The 
315 Fourth Ave., New York 10. 


(To page 68) 
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Sound Tests 


rove New Nylon Rollers 


Cut Desk Noise to a Whisper! 


Now—in actual audio measurement tests con- 
ducted in a modern sound studio—revolutionary 
new nylon and Buna “N” rollers introduced by 
Steel Age prove up to 72% quieter than other 
types of desk drawer action! Developed after 
several years of research, these self-lubricating 
nylon rollers (see inset) feature patented Buna 
“N” silencer rings for extra-quiet, extra-smooth 
storage drawer operation. 

Further tests proved that these 
amazing rollers actually outwear 
steel. After a quarter-of-a-million 
opening and closing operations 
—the equivalent of 50 years of 
normal business service—the new 
Steel Age nylon and Buna “N” 
rollers showed no signs of wear. 


The development of this revolutionary whis- 
per-action roller for the storage drawers of Steel 
Age “3000 Line” Desks is the latest of many 
Corry-Jamestown contributions to greater office 
efficiency—and one more reason why you can 
rely on Steel Age for the finest in steel office 
equipment. Why don't you call your local Stee/ 
Age dealer soon. He'll be glad to work with you 
on your office planning or modernizing problems. 


The Quality Choice of Modern Offices 


CORRY-JAMESTOWN MFG. 
Branch Offices: New York + Philadelphia + 


oe F., 


Detroit’ « 


COBaT; AR. 
Dallas + Oakland 
OFFICE MANAGEMENT 67 


Boston « Atlanta ° Chicago « 
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Tools of the Office Wilson Jones Co, 
209 S. Jefferson St., Chicago 6. 
Yawman & Erbe Mfg. Co. 


Manufacturers’ List 1045 Jay St., Rochester 3, N. Y. 
(Continued) Office Safes 
Wassell Organization, Inc. Art Steel Sales Corp. 
Westport, Conn. 170 W. 233rd St., New York 63 
Watson Mfy. Co., Inc. Brush-Punnett Co. 
63 Taylor St., Jamestown, N. Y. 545 West Ave., Rochester 11, N. Y. 
Weis Mfg. Co., The Cole Steel Equipment Co. 
514 Union St., Monroe, Mich. 285 Madison Ave., New York 17. 
Western Mfg. Co. Cramer Safe Co. 
536 N. Highland Ave., Aurora, Ill. 1417 McGee St., Kansas City, Mo. 
Weyand, George W. Diebold, Inc. 
175 Fifth Ave., New York. Canton 2, Ohio. 
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ge 


© GREATEST VALUE 4 
IN CALCULATOR ° 


A “ONE-TWO” OPERATION 
IN AUTOMATIC 


MULTIPLICATION 
AND DIVISION 


TO MULTIPLY 

Just 

1. Enter multiplicand 
2. Enter multiplier 
Read your answer in the dials 


TO DIVIDE 

Just 

1. Enter dividend 
2. Enter divisor 
Read your answer in the dials 


MARCHANT'S new FIGUREMATIC is the only calculator in its 
price range that brings you this automatic “one-two” operation in 
both multiplication and division. Call the local MARCHANT MAN. 
You'll discover that for fast, simple, accurate operation... 


Any way you figure IT’S MARCHANT! 


MORCHANT seen. 
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Find out how a MARCHANT calculator will help cut your figure- 
work costs and lighten your figuring burden. Mail this coupon 
with your business letterhead for free... 


E-10 
Index to Modern Figuring by Marchant Methods. . . . [) 
Descriptive Literature on Marchant Calculators. . . . . 


8 MARCHANT CALCULATORS, INC., OAKLAND 8, CALIFORNIA 


re 
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Gardall Corp. 

4425 James St., East Syracuse, N. Y. 
Guardsman Safe Co. 

(See: Guardsman-Valentine, Inc.) 
Guardsman-Valentine, Inc. 

LaPorte, Ind. 
Heineman Office Equipment Co. 

4.N, 8th St., St. Louis 1. 
Herring-Hall-Marvin Safe Co, 

1550 Grand Blvd., Hamilton, Ohio. 
Invincible Metal Furniture Co. 

842 S. 26th St., Manitowoc, Wis. 
Le Febure Corp. 

716 Oakland Rd., N.E., Cedar Rap- 

ids, Iowa. 
Lexington Metal Products, Inc, 

565 Park Ave., Brooklyn 5, N. Y. 
Meilink Steel Safe Co. 

1672 Oakwood Ave., Toledo 6, Ohio. 
Mosler Safe Co, 

Hamilton, Ohio. 
Protectall Safe Corp. 

Hamilton, Ohio. 
Remington Rand Inc. 

315 Fourth Ave., New York 10. 
Schwab Safe Co., The 

Lafayette, Ind. 
Shaw-Walker Co. 

Muskegon, Mich. 
Victor Safe & Equipment Co., Inc., The 

315 Fourth Ave., New York 10. 


Addendum 
The following material was received 
too late for inclusion in the survey of 
wardrobes which appeared in the Sep 
tember issue: 


Parker Steel Products, Inc. 
Model. No. 72SL. 
Description. A steel cabinet with two 
sliding doors, operating on roller bear- 
ings. In addition to use as wardrobe, 


cabinet can be equipped with adjust- 
able shelves for use as supply cabinet. 
Overall dimensions: height, 72 in.; 
width, 36 in.; depth, 18 in. Model also 
available with 24 in. depth. 
Finishes: grey, green, grained wal- 
nut, or grained mahogany. 
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REYNOLDS & REYNOLDS 
ACCOUNTING 
MACHINE 


SPECIALISTS! 


You bet . . . it takes a specialist to produce accounting 


machine forms that protect the efficiency of your 
accounting machines. If your present forms do not 
record all the information you desire, if they do not 
register perfectly, if they do not provide perfectly 
legible copies, if you want Precision-made accounting 
machine forms at an attractive price . . . call in the 


specialist, your Reynolds & Reynolds Kepresentative. 


WRITE TODAY FOR COMPLETE INFORMATION! 


THE REYNOLDS & REYNOLDS COMPANY 


BUSINESS FORMS SINCE 18666 


PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIF 


OovrreEets th BOS Cet eCr eee CrPves 
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Personnel staffs reduced 
slightly this year 

The size of company personnel staffs 
declined this year in comparison with 
the number of employees they serve, 
Dale Yoder and Lenore N. Wilson, ol 
the University of Minnesota Industrial 
Relations Center, report in a recent is- 
sue of Personnel magazine. 

The overall average personnel ratio 

representing the number of protes- 
sional, technical, and clerical members 
of personnel or relations 
staffs per hundred employees—was 0.65 


industrial 


as of January, 1954, according to the 
magazine article. This ratio was below 
last year's 0.74 and was almost as low 
as the 0.61 found in 1952, the smallest 
ratio reported since the university be- 
gan this research in 1948. 

These data are based on a survey of 
more than 1,000 business and industrial 
firms and public agencies in 45 states, 
the District of Columbia, Hawaii, and 
five Canadian 1954 
study is the most comprehensive to 


provinces. The 


date of the annua! surveys, which ap 
pear Personnel, a bi- 
published by the 


regularly in 


monthly magazine 


Demand the Best in Zuality 


PLYMOUTH RUBBER COMPANY, INC. 


Hiv Keryect Rutheckers oC REI 


Association, 
New York. 

The overall median personnel ratio 
also showed a decline, from 0.80 in 


American Management 


330 W. 42nd St., 


1953 to 0.70 in 1954. The reduced ratio 
was true of almost all industry 
and of all sizes of companies, which, 
on the average, reported a cut of about 
12 per cent. The authors attribute the 
lower ratio to personnel staff reductions 
in anticipation of the winter and early 
spring decline in total employment. 
The survey also provides data on the 
salaries of those in charge of personnel 
A majority of 
question- 


groups 


and industrial relations. 
the individuals returning 
naires reported salary increases for 1954. 
Their median salary was higher than 
last year; however, the average salary 
was slightly lower, partly because sev- 
eral hundred new respondents were in- 
cluded in this year’s survey. 

Average salary this year for person- 
nel managers, industrial relations di- 
rectors, and other executives of similar 
responsibilities was $9,934, compared 
to more than $10,000 last year. Median 
salary for 1954 was $8,614 as compared 
with $8,500 for 1953, 
year extends from a low of $3,000 to a 
high of $45,000, 

These data show little change from 
last year, the authors point out, al- 
though average salaries in construction, 
banking, and transportation appeared a 
little higher while those in government 
and miscellaneous industries had fallen. 
The average salary in manufacturing 
was almost identical to last year’s. No 
sharp changes characterized any par- 
ticular size of firm. 


The range this 


As in earlier years, the authors re- 
port, those holding the title of vice pres- 
ident received the highest salaries, fol- 
lowed by industrial relations directors, 
those whose titles are classified as mis- 
cellaneous, and personnel directors. In 
all, those who hold top personnel and 
industrial relations staff positions re- 
port a total of 196 different job titles. 

The slightly lower salary this year 
does not mean, according to the article, 
that individuals failed to receive salary 
increases during the year. On the con- 
trary, 695 of the 1,000 respondents re- 
ported receiving increases that aver- 
aged $855, or approximately 8.5 per 
cent. Construction companies gave the 
highest increases, averaging $1,132, and 
government, the lowest, $463. 

Vice presidents received the greatest 
increases, averaging $2,027, and larger 
(To page 72) 
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a profitable investment! 


EQ00// office 


furniture 


Distinctive Leopold Office Furnishings in your 
place of business pay dividends in time and dol- 
lars .. . because these distinctively beautiful office 
pieces are thoughtfully planned for maximum 
comfort and utility. 


Top position file space center suspension drawers 
and other Leopold conveniences speed up office 
routine—save valuable time. 


Exclusive Leopold comfort features help people 


work better, more happily—cut expensive em- 
ployee turnover. 


- 


Top Photograph Shows the Peabody Cooperative Bank, Peabody Massachusetts. 
Muran Company, Boston, Massachusetts. 


THE Keopold | one 


Leopold Installation by L. E. 


Leopold scratch and stain resistant enduring Dulux 
finishes—snag resistant legs—last longer—mini 
mize upkeep. 


Your Leopold Dealer can supply you with dis 
tinctive Leopold Office Furniture in a wide variety 
of styles and finishes, priced to fit your budget. 
He gives complete office planning serv‘ce without 
extra charge, Write us for his name and address. 


Institute 


October, 1954 


BURLINGTON, IOWA 
OFFICE MANAGEMENT 
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firms provided larger salary increases 
than small ones. Increases in firms with 
less than 500 employees averaged $545, 
while firms with more than 3,000 em- 
ployees granted an average increase of 
$1,243. 

Of the 1,000 respondents, 692 re- 
ceived compensation in addition to their 
salaries. The average of such supple- 
mentary compensation was $1,717, com- 
pared to an average of $1,881 in such 
payments last year. Largest supplemen- 
tary payments were made in construc- 
tion industries, which paid an average 


of $2,000. In trade, such payments 
averaged $1,911; in manufacturing, 
$1,847; and in banking, $845. No sup- 
plementary compensation was reported 
for those in public agencies. 

Extra compensation showed a direct 
correlation with the size of the report- 
ing organizations. The smallest group 
—with less than 500 employees—aver- 
aged $1,026, and the largest group— 
3,000 or more employees — averaged 
$2,945. Vice presidents received the 
largest supplementary compensation, 
with an average of $4,958. 
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Anyone can produce beautiful 
plastic bound books in 
these 2 easy steps: 
“ 5 Ni. | 
i" 


Punch sheets and covers of any size or 
weight, quickly, accurately 


Bind up to 250 books an hour with colorful 
GBC bindings—g" to 1V—" diameter. 


NOW...vou ot DO 
PLASTIC BINDING 


if YOU WANT TO IMPROVE YOUR CATA- 
LOGS, PRESENTATIONS, REPORTS, MAN- 
UALS... YOU'LL WANT THIS FREE BOOKLET 
Learn how you can definitely im- 
prove the effectiveness of all your 
typewritten, printed, duplicated or 
photographed material. Richly ilius- 
trated in full color, this just-off- 
the-press folder shows eye-catch- 
ing, distinctive examples of Cerlox 
plastic binding and GBC Covers. 
Get your free copy. No obligation. 


GENERAL BINDING CORPORATION 

Dept. OM-!0 812 W. Belmont Ave., Chicago 14, Ill. 
Please rush my copy . . . without obligation . . . of 
your new illustrated booklet. 


RIGHT IN YOUR OWN OFFICE 


Bind all sizes of loose pages—any printed 
or duplicated material with compact 
GBC plastic binding equipment... in 
a matter of seconds. You'll add prestige, 
color, utility, attention-compelling ap- 
pearance and increase the effectiveness 
and life of your literature. Pages lie per- 
fectly flat...may be inserted or re- 
moved any place in book. Save money, 
too. Anyone can operate. 


END FOR FREE, FULL-COLOR BOOKLET TODAY! 


General Binding Corp., Dept. OM-10 
812 W. Belmont Ave., Chicago 14, ill. 


Association News 


THE CONTROLLERS INSTITUTE 
OF AMERICA has elected C. R. Fay 
to the presidency, effective September 
first. Mr. Fay is controller of the Pitts- 
burgh Plate Glass Co. He succeeds 
George W. Schwarz, vice president and 
treasurer of Wyandotte Chemicals 
Corp., who is now chairman of the In- 
stitute’s board of directors. 

The Institute also elected seven new 
regional vice presidents: J. E, Heidgen, 
financial vice president of the American 
Seating Co.; George H. Hetley, divis- 
ional controller at the Lockport, N. Y. 
offices of the Harrison Radiator Divis- 
ion, General Motors Corp.; Ralph O. 
Linville, controller, Kansas City Power 
& Light Co.; Ronald L. McVey, vice 
president, Tennessee Gas Transmission 
Co.; Ernest J. Meuten, assistant treas- 
urer and assistant controller, Pratt & 
Whitney-Chandler - Evans Div., Niles- 
Bement-Pond Co.; James L. Peirce, vice- 
president and controller, A. B. Dick 
Co.; James B. Pollard, treasurer, Colon- 
ial Stores Inc., and Harold H. Scaff, 
vice president, Ebasco Services, Inc. 

Reelected were two regional vice pres- 
idents: Wilson K. Minor, assistant con- 
troller, Standard Oil Co. of California, 
and Charles H. Yardley, second vice 
president and controller, Penn Mutual 
Life Insurance Co, 

Other officers elected were Stuart W. 
McLaughlin, controller of the West Vir- 
ginia Pulp and Paper Co., as treasurer 
of the Institute; Arthur C. Harragin, 
controller of the Lone Star Cement 
Corp., assistant treasurer; and Paul 
Haase, managing director of the Insti- 
tute, reelected secretary of the Institute. 


G. J. Owen, of Todd Co., dies 


Gilbert J. Owen, vice president in 
charge of sales, a member of the execu- 
tive committee, and a director of the 
Todd Co., Inc., Rochester, N. Y., died 
on August 8th after a brief illness. 
He was 56. 

Mr. Owens had served with the 
company since 1923. From 1926 to 
1945 he was manager of export sales 
and traveled extensively in Latin Amer- 
ica and Europe. He was named a di- 
rector in 1931 and became general 
sales manager in 1945. He was ap- 
pointed a vice president in 1947, 

He is survived by his wife, a daugh- 
ter, and a brother. 
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Remington ‘Typewriters ago... 


... way back in 1873, the 

world’s first practical 

typewriter was built by 
Remington Rand. Improvements and 
innovations followed, and finally, 
in 1925, the first electric typewriter was 
produced — another Remington Rand first. 
Further development over the years 
has brought the typewriter to the peak 
of perfection so clearly illustrated in 
the new 1954 Remington Electric 
Typewriter. It’s the finest typewriter 
available today ... turns out 


truly distinctive work in so little time, 
with so little effort! 


Incidentally, we've turned out an informative 
and entertaining illustrated booklet entitled 
“‘A Brief History of the Typewriter.” 

If you'd like a copy, write for RE8677, 
Remington Rand, Room 2020 315 Fourth 
Avenue, New York 10, New York. 


Remington. FRand 


* Many millions more typewriters than any other manufacturer. Our 15,000,000th Makers of the Remington Standard, Electric, 
typewriter, the Remington Electric shown here, was produced in September of this year. Noiseless, Quiet-riter and Office-riter Typewriters 
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Books and Pamphlets 


Telephone Training Manual 

A new book called the Telephone 
Training and Procedure Manual has 
been prepared and published by the 
Chief Administrative Office, County of 
Los Angeles, 502 Hall of Records, Los 
Angeles, from which it is available for 
a price of $1. 

The manual is in three parts. The 
first two, published in a 29-page book, 
are, respectively, an “Operators’ Man- 
ual” and a “Supervision and Manage- 
ment Manual.” The former discusses 
the duties of telephone operators and 


“Offsetting” (ink from a freshly 
printed sheet smearing onto the 
back of the next sheet) is generally 
caused by two things 
1. Improper inking conditions 
2. Improperly sized paper 
Both can be corrected. And all you 
have to do to prove that properly 
sized paper can make a whale of a 
difference is to try Eastern. 
Eastern Papers are made by a 
modern method of continuous sizing. 
This means every sheet has just the 
right amount of sizing to “drink in” 
just the right amount of ink. 


ATLANTIC BOND 


MADE BY EASTERN 


provides suggestions and instruction as 
to how they may most effectively per- 
form their work. The latter offers guid- 
ance for those concerned with super- 
visory and administrative work in con- 
nection with telephone services. 


It is smaller 
and in pamphlet form and is a tele- 
phone users’ guide, It is devoted to 
suggestions on how to get the most out 
of telephone service. 


Part three is separate, 


Business Dictionary 
A dictionary which defines 45,000 
business and legal terms has recently 
been published by B. C. Forbes & Sons 
Publishing Co., Inc., 80 Fifth Ave., 
New York. Called The Dictionary of 


Have: WO SIDES. 
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With the right ink and an Eastern 
Paper, engineered for your machine, 
every copy of every run will be clear, 
clean . . . and a showpiece of office 
duplication. 

Available in cut sizes in Atlantic 
Mimeo Bond, Atlantic Bond and 
Atlantic Duplicator — all with a 
wide variety of attention compel- 
ling colors — and Atlantic Opaque 
in brilliant white. 

Write or phone for sample packets 
or sheets for your mimeograph and 
other office duplicating equipment. 


Wits PAPER 
4 


CORPORATION + BANGOR, MAINE 


Business and Industry, it has been ed- 
ited by Robert J. Schwartz, attorney. 

More than 1,000 leading trade asso- 
ciations, and many leading business 
men in key industries were contacted 
for help in preparing this new diction- 
ary, which includes trade names, busi- 
ness and industrial “trade terms,” com- 
monly used trade abbreviations, and 
legal terms, 

In addition to the dictionary proper, 
the volume contains 36 pages of charts 
and tables covering such information 
as coins and notes of the world, foreign 
weights and measures, weights of mate- 
rials, foreign trade definitions, conver- 
sion factors, squares, cubes, square 
roots, and cube roots. 

The dictionary is priced at $7.50. A 
thumb-indexed version is priced at 


$8.95. 


Business Applications 
of Electronic Machines 


A bibliography of magazine articles, 
books, pamphlets, special reports, and 
company releases on electronic ma- 
chines and their uses in business oper- 
ations has been published by the Con- 
trollership Foundation, Inc., research 
arm of the Controllers Institute of 
America, 1 E. 42nd St., New York. 
The book is entitled Business Appl- 
cations of Electronic Machines: An An- 
notated Bibliography, and is published 
as Report No. 1 in Series III, Account- 
ing and Reports; Systems, Procedures. 
In addition to providing references 
to a considerable amount of material 
which has been published on this sub- 
ject, the book lists manufacturers of 
electronic equipment, together with a 
list of locations of major installations 
of such equipment, and provides a tab- 
ulation of educational training courses, 
seminars, and conferences in business 


| applications of electronic machines cur- 


OFFICE MANAGEMENT 


rently being offered by colleges, univer- 
sities, and manufacturers of such equip- 
ment. 

The book is priced at $2 to non- 
members of the Institute. 


Facts in Figures About Atlanta 


Facts In Figures About Atlanta, ob- 
tainable without cost from the Indus- 
trial Bureau, Atlanta Chamber of Com- 
merce, Atlanta, Ga., provides statistics 
on population, geography, and on busi- 
ness, industrial, educational, govern- 
mental, and other activities and re- 
sources of that city. 
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JUST A FEW OF THE MANY TYPES OF INDUSTRIAL BIN SHELVING AVAILABL 


Sturdy, well-constructed steel shelving . . 


| wit 
| yne 


r - 


— 
wis 


STEEL SHELVING TO MEET EVERY REQUIREMENT 


. available in a wide variety of types to 


meet your individual requirements. Unique stud-brackets offer quick, easy assembly 
. allow for rearrangement without bolts or nuts when desired. With the Bracket 
and Stud Assembly, you can make shelves conform to your own requirements . . . 


economize on space and save waste . 
rigidity you want in shelving. 


HEAVY DUTY INDUSTRIAL BIN TYPE SHELVING 


General purpose units . . . storage racks, book racks, counters, auto- 
motive bins, etc. that can be arranged to make up custom units to 
meet your individual requirements. Furnished in green baked enamel 
finish, unless otherwise requested. 


* Write for the name of your local Otis dealer and new complete 
catalogue. Attention dealers and distributors: some valuable territories 
are still open! 


ELLICOTTVILLE, N. Y. 


say, Gas 


~ 
~ 


=e 


. . at the same time achieving the strength and 


BRACKET 
AND STUD 
ASSEMBLY 


With the exclusive 
Otis Stud Bracket 
Assembly, Shelves 
can be easily re- 
arranged without 
bolts or nuts. 


STEEL PRODUCTS CORPORATION 
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Coming Events 


National Institute of Governmental 
Purchasing, Inc. 
Oct. 10-13 
Ninth Annual Conference and Exhibit 
Hotel Statler, New York 


Controllers Institute of America 
Oct. 10-13 
23rd Annual National Conference 
Edgewater Beach Hotel, Chicago 


THE CHALLENGE MACHINERY COMPANY 
Office, Factories, Show Room 
GRAND HAVEN, MICHIGAN 


Challenge Owns The Printing Equipment 
Manulacturing Rights of Morgans & 
Wilcox Manufacturing Co. 


DEALERS IN ALL PRINCIPAL CITIES 


Challenge 
TRADE-MARK @® 


American Management Association Systems and Procedures Association 


Oct. 11-13 of America 
Manufacturing Conference Oct. 25-27 
Plaza Hotel, New York International Systems Meeting 
eo 


Hotel Commodore, New York 
University of Wisconsin 


* 
Wisconsin Manufacturers Association National Association of Cost 
Conference ror Office Managers Accountants 
Oct. 19 Oct. 28-30 
Wisconsin Tower Bldg., Milwaukee Regional Cost Conference 
& 


Hotel Fort Des Moines, Des Moines 
+ 
Industrial Management Society 
Novy. 10-12 
Kighteenth National Time & Motion 
Study & Management Clinic 
Hotel Sherman, Chicago 
* 

University of Wisconsin 
Wisconsin Manufacturers Association 
Conference for Office Managers 

/ Nov. 16 
Wisconsin Tower Bldg., Milwaukee 


American Management Association 
Oct. 20-22 
Office Management Conference 
Hotel Astor, New York 


« 
Introducing the 193 Semi-Hydraulic 


Power Paper Cutter . . . newest and 
smallest power-operated cutter 
in the famous Challenge line! Ideal 
for the office or small plant. Just 
1934 inches wide... yet with all the 


American Society of Heating and 
Ventilating Engineers 
Jan, 24-28 
Twelfth International Heating and 
Ventilating Exposition 


many larger, more expensive models! 


Hall, Philadelphia 


Hydraulically controlled knife cuts , , » , 4 
deen ond deep. Won't copest University of Wisconsin 
accidently. Works smoothly in. Wisconsin Manufacturers Association 
harmony with easy-running hand Conference for Office Managers 
clamp to save time and money. Special Feb. 15 
features include Challenge’s safe and) = Wisconsin Tower Bldg., Milwaukee 
sure two-hand starting device . . . | e 
“duplex” measuring tape . . . “positive” oe . ; P 
Keiontn . «nba tentene beked-| University of Wisconsin 
on “wrinkle” finish which adds to the) Wisconsin Manufacturers Association 
smart appearance of the cutter. March 15 


ee ee Conference for Office Managers 

ugg ilt .. . moderately priced—_ Wisc i. 31dy.. Mi hee 

you'll find Challenge’s 193 Semi-| isconsin Tower Bldg., Milwaukee 
Hydraulic Power Paper Cutter right. ° 

for you. Send for complete details” 

now. 


National Association of Cost 
Accountants 
Apr. 12-15 
Eighth Annual Southern California 
Business Show 
Biltmore Hotel, Los Angeles 


765- SP 


CHALLENGE" STYLE 193F 
SEMI-HYDRAULIC 
POWER PAPER CUTTER 


Cc bh 


A survey by the Wood Office Furni- 
ture Institute, 730 Eleventh St., N.W., 
Washington, reveals that many thou- 
» al semmpectnces ent sands of pieces * equipment in Amer- 
iiessirdl gimer tenn cob ican offices are 25 to 50 years old and 
still standing up well under rugged 
use. Included, the Institute notes, are 


Over 50 Years in Service of the Graphic Arts 


some even older roll-top desks which, 
| although well-nigh museum pieces, re- 
| main in regular daily service. 
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POWER and PERFORMANCE of Commercial Museum and Convention 
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...now you can RENT 
the world’s foremost duplicating system 
for as low as 7. @O a month 


. rent one, a dozen or more OLD TOWN Inkless Duplicators — install a 
complete modern duplicating system — with no capital investment. 


© 30-DAY FREE TRIAL .. . in your own office, prove for yourself how get the details 
OLD TOWN’S modern duplicator cuts paper work. You'll discover dozens of . 
time-saving, money-saving uses. on this deal — 


© TRADE IN YOUR OLD MACHINE .. . that old-fashioned ‘smudge pot” mail the coupon now! 
is worth money when you trade it in on the new Old Town Inkless Duplicater. SS SSS SS SS DO SY De 
Old Town Corporation, Dept. OM-10 

345 Madison Avenue, New York 17, N. Y. 


Please send me complete information on the OLD TOWN 
Inkless Duplicator, including 30-day free trial, rental and 
trade-in. Present duplicator: . 


| 
And this is Old Town's modern masterpiece of precision engineering .. . the ; 
most advanced, versatile and accurate Duplicating Machine ever made. i 
Makes all the copies you need of everything you can type, write, or draw I 
. in one to six colors. Hundreds of : 
Uses . . . Sales Letters » Bulletins « \ (1) You may arrange a FREE Trial 
| 
1 
1 
! 
1 
1 
| 


Company NOME ...........0:cccrccecesseseee 


Estimates * Stock Lists + Specifications 
* Quotations + Order-billing + Purchase 
Orders * Payroll Systems +» Graphs and 


Drawings + Inventory Reports * News 
ht Seal nial cs Releases * Statements + Reports 


Attention .......... 


WORLD'S FOREMOST MAKER OF CARBONS, RIBBONS, DUPLICATORS AND SUPPLIES 


EE Ec cr ce ce ce ot 


See us at the NATIONAL BUSINESS SHOW, Sect. C 71st Armory, Park Ave. & 34th St., N. Y. C. 
October, 1954 OFFICE MANAGEMENT 17 
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‘PRESTIGE FORMS 
PRESTIGE FIRMS 


- 
~~ 
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LITHOSTRIP 
OSE Marginally punched 
\. and fully automatic 


_ seven years with IBM. 


People in the News 


INTERNATIONAL BUSINESS MA- 
| CHINES CORP. has elected two new 


vice presidents: 


; 
John J]. Kenney, formerly general 


service manager for the 


William W. 
McDowell 


John J. 
Kenney 


| of the activities of 6,600 IBM engineers 


‘ LITHOFOLD 
Time ond work sever 
on Fanfold machines 


American Lithofold 


“PLANNED” 


Business Forms 


| 
} 
| 
| 
} 
| 
| 
| 


First choice of 
America’s Business Leaders 


American Cyanamid Hartford Fire Insurance 
Armour Geo. A. Hormel 
Cadillac International Business 
Cutler-Hammer Machines 

Diamond-T Marshall Field & Co. 
Ford Oldsmobile 


Firms that build quality into their 
products recognize the desirability of 
American Lithofold forms. Precision man- 
ufacturing and PRE-TESTING insure clean, 
legible, perfectly registered copies — so 
accurate they can be run unattended if 
desired. American Lithofold’s custom de- 
signs save costly time and eliminate 
unnecessary operations. 


WRITE TODAY for SAMPLE SETS 
to test on your machines 
NO COST OR OBLIGATION 


| : 
$00 BITTNER ST ST. LOUIS 15, MO 


throughout the country. 


William W. McDowell, who will be 


in charge of the company’s research 


and engineering development work, | 


was director of engineering prior to 
his advancement. 


The IBM World 


Trade Corp., a 


wholly owned and independently oper- | 
ated subsidiary of IBM, announced the 


election of John E. 
Brent to the post of 
president and 
general manager. He 
is also a director, and 


vice 


has been a vice prest- 
dent since 1950. He 
is a native of Canada, 
first joining the IBM 


— John E. 
organization as an as- 


; Brent 
sistant salesman with 


International Business Machines Co., 
Ltd., of Canada, in 1931, He is a for- 
mer vice president of the Canadian 
company. 


DR. LESLIE G. PECK has recently 
joined the staff of Arthur D. Little, Inc. 
of Cambridge, Mass. He will be in 
charge of the Computing Laboratory. 
Dr. Peck holds an A.B. degree in math- 
ematics and physics and a Ph.D. in 


mathematics from New York Univer- | 
sity and has done graduate work at | 
Johns Hopkins University and at The | 


Institute for Advanced Study, Prince- 
ton, N. J. 


OFFICE MANAGEMENT 


company, | 
| moves to his new post after thirty- 


He is in charge | 


ADDRESSING 


MACHINES 


offer you the only competition you can find 
in the Addressing Machine industry. 
Consult your yellow telephone book or write 
to The Elliott Addressing Machine Co., 
145-F Albany St., Cambridge 39, Mass. 


He has been a professor at | 
Johns Hopkins and has also worked at | 
| the Los Alamos Scientific Laboratory. | 


MODEL 76 
ELECTRIC 
$325.00 


(plus tox) 


rf (U CONQUEROR 
Liaw DUPLICATORS 
with ALL the features... 


@ Print 120 or more copies per minute. 

@ Print 1 to 5 colors, in one operation. 

@ For sharp, clean, copies Conqueror 
features include—Raise-and-Lower Con- 
trol . . . Adjustable Fluid Control . . . 
Built-in Reset Counter .. . Pressure Con- 
trol . . . Positive Rotary Feed. 


The Heyer Conqueror Model 76, Spirit of ‘76 
gives you for the first time ‘push-button’ 
automatic electric duplicating . . . gives you 
complete freodom from manual effort. 


Write today for descriptive booklet 


THE HEYER CORPORATION 
1822 S. Kostner Ave. Chicago 23, Illinois 
Quolity Duplicators and Supplies Since 1903 


October, 1954 
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NEW pesk exalsicltiar 
INCREASES 
OFFICE EFFICIENCY 


Amazing one unit 
memo organizer 
“never forgets to 
remember.” 


Size: 5” x 10” 


The Single Expaditer unit replaces all mis- 
cellaneous paper cluttering up the desk. 
Organizes important memos and notes in 
one place. Speeds work through! Saves 
Time! Unit holds 400 slit-apart memos (per- 
forated at top), up to half year's use. 
Discourages wasting costly stationery and 
forms for scribbled notes. Pays for itself in 
efficient cost-cutting operation. Put an ex- 
paditer on every employee's desk and see 
for yourself! 


Only $8.10 per doz. (minimum order) 
Send No Money! We'll Bill You! 


SATISFACTION ASSURED 
Exclusively Sold By (Est. 1937) 


Goodyear Printing & Stationery Co. 
270 Lafayette St., Dept. FM-10, N. Y. 12, N. Y. 


Ask Your Dealer To Sho 


w You 
sk 


fe 


ACELINER 


AN ACK stapier! 


Any Stapler made by ACE 
gives you a better, more 
dependable machine. 
There's a rugged ACE 
model at whatever price 
you wish to pay. Ask 
about stronger ACE Sta 
ples and the efficient ACE 
Staple Remover,too! ACE 


E STANDARD 


recognized everywhere as 
ACE PILOT the “World's Finest’. 
SOLD THRU LEADING STATIONERS 


ACE FASTENER CORPORATION 


3415 North Ashland Avenve, Chicago 13 


October, 1954 


People in the News 


( Continued ) 


LEON B. McCARTHY, vice president 


in charge of operations for The Gen- 


eral Fireproofing Co., completed 50 | 


Stapling Equipment is | 


Mr. Becker has been with the organi- | 
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years of continuous 
service with the com- 
pany on August 15th, 
Mr. McCarthy joined 
GF in 1904 as an ap 
prentice in the ma- 


chine shop. At that 
time the company 
was only two years 
es ‘ Leon B. 
old. Subsequently he McCarthy 


} 


became foreman ol 


the tool room, and later he was su- | 


9 


perintendent of Plant 2, and then of | 
Plant 1. In 1936 he was named gen- | 


eral superintendent. He was elected 
vice president in 1949, 

Walter Bender, company president, 
said, “Mac has had complete charge of 


‘had seen us grow from a little shop 


employing only a few hundred men to 


our operations during the period of the | 
| greatest expansion in GF’s history. He 


| the largest fabricating plant in Youngs- | 


town and with the largest sales in the | 


office furniture industry. 


“Much of the credit for our growth 


| . ° 
and success can be attributed to his ca 


pable direction of the manufacturing 
end of our business for many years.” 


THE MINNESOTA MINING & 
MFG. CO. announces a series of recent 
promotions: 

B. B. Countryman has been named 
vice president of the purchasing divi- 
sion. Mr. Countryman has been with 


3M for a period of 26 years. He has | 


held the positions of purchasing agent 


‘and director of purchases. 


I. R. Hansen has been elected assis- 
tant treasurer. He joined the company 
in 1943 as assistant controller in charge 
of the internal auditing department. 

George ]. 


Wachholz has been ap- | 


pointed controller, moving to this post | 


from that of assistant controller, 
viously he had been a cost accountant 
with 3M and, later, division contzoller. 

W. W. Becker has been advanced 
to the post of assistant division control- 
ler of the electrical products division. 


zation 12 years; his previous post was 
that of division accountant. 

Lyle E. Peterka, who has worked 
for 3M since 1948, has been made of- 
fice manager at the Fairmont plant. 
(To page 80) 


Pre- | 


copies made in 


| minute 


Less than 4’ each 


T’S done with the new Kodak 
Verifax Printer. And even if you 
are now retyping just one or two 
letters a day it will pay to have this 
completely different copier. 


You get copies of letters, charts, 
magazine pages, etc., for less than 
4 cents each because you use only 
one sheet of sensitized paper to get 
3 or more photo-exact copies. So fast, 
so easy—you'll blink your eyes when 
you see it done. Anyone in your office 
can turn out Verifax copies after a 
few minutes’ instruction. No change 
in your present room lighting, either. 


Just $240 

The Kodak Verifax Printer is priced 
surprisingly low. Your retyping costs, 
alone, last month may have added 
up to more. See it demonstrated in 
your office. Or, better still, arrange 
for a trial installation. You'll see why 
even the smallest office should have 
a Verifax Printer now! 


copying sr 


wherever there’s paper 


-—-MAIL COUPON TODAY-; 


Eastman Kodak Compa 
Industrial Photographic B= 
Rochester 4, N. Y. = 


Gentlemen: Please se 
folder and names o 


en 


Conpery__ RIS CO. 


Address ANGELES 48, CALIF. 
City th Avenue 
ane Son & Hodgson, Ltd. 


Price quote 
change wi 
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American Management Association 
Coming Events _ Oct, 11-13 
Manufacturing Conference 
Plaza Hotel, New York 


: 7 ot ae e 
National Institute of Governmental Universi € Wisconsi 
ie Mos /niversity o isconsin 
, Inc. ; : ge 
: B Wisconsin Manufacturers Association 
Oct. 10-13 . - 
‘a ‘ae sce Conference for Office Managers 
Ninth Annual Conference and Exhibit Oct. 19 
Hotel Statler, New York . ome : ; 
Wisconsin Tower Bldg., Milwaukee 
& 
Controllers Institute of America American Management Association 
Oct, 10-13 Oct. 20-22 
23rd Annual National Conference Office Management Conference 


Edgewater Beach Hotel, Chicago Hotel Astor, New York 


Power Paper Cutter . . . newest and 
smallest power-operated cutter 
in the famous Challenge line! ideal, 

for the office or small plant. Just, 

1934 inches wide... yet with all the’ 
POWER and PERFORMANCE of 
many larger, more expensive models! | 


Hydraulically controlled knife cuts 
clean and deep. Won't repeat 
accidently. Works smoothly in 
harmony with easy-running hand. 
clamp to save time and money. Special 
features include Challenge’s safe and 
sure two-hand starting device . ..| 
“duplex” measuring tape . . . hewwl 
back gage . . . and a handsome baked- 
on “wrinkle” finish which adds to the. 
smart appearance of the cutter. 


Ruggedly built . . . moderately priced—_ 
you'll find Challenge’s 193 Semi-| 
Hydraulic Power Paper Cutter right | 
for you. Send for complete details | 
now. 


765- SP 


THE CHALLENGE MACHINERY COMPANY CHALLENGE" STYLE 193F 
Office, Factories, Show Room 


GRAND HAVEN, MICHIGAN SEMI a HYDRAULIC 


Monactuieg Rights of Morgane & POWER PAPER CUTTER 


Wilcox Manufacturing Co. Combi 


DEALERS IN ALL PRINCIPAL CITIES a devi compactness ent 
efficiency of power in one model! 


Challenge 


TRADE-MARK @® 


Over 50 Years in Service of the Graphic Arts 


E / | 
Alle ttt 
pAPER Introducing the 193 Semi-Hydraulic 
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Systems and Procedures Association 
of America 
Oct. 25-27 
International Systems Meeting 
Hotel Commodore, New York 
+ 
National Association of Cost 
Accountants 
Oct. 28-30 
Regional Cost Conference 
Hotel Fort Des Moines, Des Moines 
a 
Industrial Management Society 
Nov. 10-12 
Eighteenth National Time & Motion 
Study & Management Clinic 
Hotel Sherman, Chicago 
® 
University of Wisconsin 
Wisconsin Manufacturers Association 
Conference for Office Managers 
Nov. 16 
Wisconsin Tower Bldg., Milwaukee 
~ 
American Society of Heating and 
Ventilating Engineers 
Jan, 24-28 
Twelfth International Heating and 
Ventilating Exposition 
Commercial Museum and Convention 
Hall, Philadelphia 
oe 
University of Wisconsin 
Wisconsin Manufacturers Association 
Conference for Office Managers 
Feb. 15 
Wisconsin Tower Bldg., Milwaukee 
° 
University of Wisconsin 
Wisconsin Manufacturers Association 
March 15 
Conference for Office Managers 
Wisconsin Tower Bldg., Milwaukee 
. 


National Association of Cost 
Accountants 
Apr. 12-15 
Eighth Annual Southern California 
Business Show 
Biltmore Hotel, Los Angeles 


A survey by the Wood Office Furni- 
ture Institute, 730 Eleventh St., N.W., 
Washington, reveals that many thou- 


_ sands of pieces of equipment in Amer- 


ican offices are 25 to 50 years old and 
still standing up well under rugged 


_ use. Included, the Institute notes, are 


some even older roll-top desks which, 
although well-nigh museum pieces, re- 
main in regular daily service. 
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alk about duplication... 


ei el 


...nhow you can RENT 
the world’s foremost duplicating system 
for as low as 7.@O a month 


. . . fent one, a dozen or more OLD TOWN Inkless Duplicators — install a 
complete modern duplicating system — with no capital investment. 


© 30-DAY FREE TRIAL . . . in your own office, prove for yourself how get the details 

OLD TOWN’S modern duplicator cuts paper work. You'll discover dozens of on this deal— 
time-saving, money-saving uses. 4 
© TRADE IN YOUR OLD MACHINE... that old-fashioned “smudge pot” mail the coupon now! 
is worth money when you trade it in on the new Old Town Inkless Duplicator. 


Old Town Corporation, Dept. OM-10 
345 Madison Avenue, New York 17, N. Y. 


Please send me complete information on the OLD TOWN 
inkless Duplicator, including 30-day free trial, rental and 
trade-in. Present duplicator: 


And this is Old Town's modern masterpiece of precision engineering . . . the 
most advanced, versatile and accurate Duplicating Machine ever made. 
Makes all the copies you need of everything you can type, write, or draw 


... in one to six colors. Hundreds of 
Uses . . . Sales Letters + Bulletins « 


Estimates * Stock Lists + Specifications 
* Quotations + Order-billing + Purchase 
Orders * Payroll Systems + Graphs and 


Drawings * Inventory Reports + News 
beige tai Releases + Statements + Reports 


WORLD'S FOREMOST MAKER OF CARBONS, RIBBONS, DUPLICATORS AND SUPPLIES 


C) You may arrange a FREE Trial 
ee ’ 


RE ee se ee ee ae 


_ Sc ce ee ee 


See us at the NATIONAL BUSINESS SHOW, Sect. C 71st Armory, Park Ave. & 34th St., N. Y. C. 
Detober, 1954 OFFICE MANAGEMENT 
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PRESTIGE FORMS 
for 
PRESTIGE FIRMS 


LITHOSTRIP 
Marginally punched 


American Lithofold 


“PLANNED” 


Business Forms 


First choice of 
America’s Business Leaders 


American Cyanamid Hartford Fire Insurance 
Armour Geo. A. Hormel 
Cadillac International Business 
Cutler-Hammer Machines 

Diamond-T Marshall Field & Co. 
Ford Oldsmobile 


Firms that build quality into their 
products recognize the desirability of 
American Lithofold forms. Precision man- 
ufacturing and PRE-TESTING insure clean, 
legible, perfectly registered copies — so 
accurate they can be run unattended if 
desired. American Lithofold’s custom de- 
signs save costly time and eliminate 
unnecessary operations. 


WRITE TODAY for SAMPLE SETS 
to test on your machines 
NO COST OR OBLIGATION 


$00 BITTNER ST ST. LOUIS 15, MO 


People in the News 


| INTERNATIONAL BUSINESS MA- 


| CHINES CORP. has elected two new | 


| service 


vice presidents: 
John J]. Kenney, formerly general 
manager for the 


John J. 
Kenney 


William W. 
McDowell 


seven years with IBM. He is in charge | 


| of the activities of 6,600 IBM engineers 
| throughout the country. 


William W. McDowell, who will be 


in charge of the company’s research 


and engineering development work, | 


was director of engineering prior to 
his advancement. 


The IBM World Trade Corp., a 


wholly owned and independently oper- | 
ated subsidiary of IBM, announced the 


election of John E. 
Brent to the post of 
president and 
general manager. He 
is also a director, and 
has been a vice prest- 
dent since 1950. He 
is a native of Canada, 
first joining the IBM 
organization as an as- 


vice 


John E. 
: Brent 
sistant salesman with 


International Business Machines Co., 
Ltd., of Canada, in 1931, He is a for- 
mer vice president of the Canadian 
company. 


DR. LESLIE G. PECK has recently 
joined the staff of Arthur D. Little, Inc. 
of Cambridge, Mass. He will be in 
charge of the Computing Laboratory. 
Dr. Peck holds an A.B. degree in math- 
ematics and physics and a Ph.D. in 


mathematics from New York Univer- | 
sity and has done graduate work at | 
| Johns Hopkins University and at The | 
Institute tor Advanced Study, Prince- | 


ton, N. J. He has been a professor at 


| Johns Hopkins and has also worked at | 
the Los Alamos Scientific Laboratory. | 
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company, | 
moves to his new post after thirty- | 
| i 


ADDRESSING — 
MACHINES 


offer you the only competition you can find 
in the Addressing Machine industry. 
Consult your yellow telephone book or write 
to The Elliott Addressing Machine Co., 
145-F Albany St., Cambridge 39, Mass. 


MODEL 70 


$195.00 


(ples tex) 


MODEL 76 
ELECTRIC 
$325.00 


(ples tex) 


+{4.0t CONQUEROR 
SPIRIT DUPLICATORS 
with ALL the features .. . 


% Print 120 or more copies per minute. 

@ Print 1 to 5 colors, in one operation. 

@ For sharp, clean, copies Conqueror 
features include—Raise-and-Lower Con- 
trol . . . Adjustable Fluid Control . . . 
Built-in Reset Counter .. . Pressure Con- 
trol . . . Positive Rotary Feed. 


The Heyer Conqueror Model 76, Spirit of ‘76 
gives you for the first time ‘push-button’ 
automatic electric duplicating . . . gives you 
complete freedom from manual effort. 


Write today for descriptive booklet 


THE HEYER CORPORATION 


1822 S. Kostner Ave. Chicago 23, Illinois 
Quolity Duplicators and Supplies Since 1903 


October, 1954 
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NEW DESK exalt | re in the News 
INCREASES : 
OFFICE EFFICIENCY in charge of operations for The Gen 


eral Fireproofing Co., completed 50 


Amazing one unit 
memo organizer 
“never forgets to 


years of continuous 


service with the com- 
pany on August 15th. 
Mr. McCarthy joined 
GF in 1904 as an ap 
prentice in the ma- 
chine shop. At that 


LEON B. McCARTHY, vice president | 


. a time the company 
was only two years 
a, ' Leon B. 
old. Subsequently he : 
¥ : , .~ a . eee MeCarthy 
. * The Single Expaditer unit replaces all mis- | }ycame foreman of 
cellaneous paper cluttering up the desk. 
Organizes important memos and notes in the tool room, and later he was su- 
one place. Speeds work through! Saves  perintendent of Plant 2, and then of 
Time! Unit holds 400 slit-apart memos (per- | piant 1. In 1936 he was named gen- | 
forated at top), up to half year's use. , 
Discourages wasting costly stationery and ¢ral superintendent. He was elected | 
forms for scribbled notes. Pays for itself in vice president in 1949, 
efficient cost-cutting operation. Put an ex- Walter Bende : ; meidnat | 
paditer on every employes’s deck and ese Walter Bender, company president, 
for yourself! said, “Mac has had complete charge of | 
Only $8.10 per doz. (minimum order] our operations during the period of the 
Send No Money! We'll Bill You! | greatest expansion in GF’s history. He 
SATISFACTION ASSURED had seen us grow from a little shop | 
employing only a few hundred men to | 
Exclusively Sold By (Est. 1937) | the largest fabricating plant in Youngs- | 
Goodyear Printing & Stationery Co. town and with the largest sales in the 
270 Lafayette St., Dept. FM-10, N.Y. 12, N.Y. office furniture industry. 
Saqeeees —————==== | “Much of the credit for our growth 
A . Y D | T Sh Y |and success can be attributed to his ca 
sy our ea er 10 OW Tou pable direction of the manufacturing 
_— - end of our business for many years.” 
THE MINNESOTA MINING & 
MFG. CO. announces a series of recent 
promotions: 
B. B. Countryman has been named 
vice president of the purchasing divi- 
sion. Mr. Countryman has been with | 
— 3M for a period of 26 years. He has 
held the positions of purchasing agent | 
and director of purchases. 
° AN STAPLER! I. R. Hansen has been elected assis- 
° @ tant treasurer. He joined the company | 


gives you a better, more ©! the internal auditing department. 


There's a rugged ACE seal és 1 : hi 
model at whatever price pointec contro er, moving to this post 
you wish to pay. Ask | from that of assistant controller, Pre- 
about stronger ACE Sta- 
ples and the efficient ACE 


CE STANDARD 


Mr. Becker has been with the organi- 


| that of division accountant. 
Lyle E. Peterka, who has worked 
for 3M since 1948, has been made of- 


ACE FASTENER CORPORATION fice manager = the Fairmont plant. 
3415 North Ashland Avenve, Chicago 13 (To page 80) 
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October, 1954 


Any Stapler made by ACE in 1943 as assistant controller in charge 


dependable machine. George ]. Wachholz has been ap- | 


viously he had been a cost accountant | 
Staple Remover,too! ACE | With 3M and, later, division controller. | 


eee Denes is W. W. Becker has been advanced 
recognized everywhere as — eae ied «cee 
ACE PILOT the “World's Finest”. to the post of assistant division control- 


SOLD THRU LEADING STATIONERS ler of the electrical products division. | 


zation 12 years; his previous post was 


copies made in 


minute 


Less than 4° each 


‘ 


We. 
i 
= 


T’S done with the new Kodak 
Verifax Printer. And even if you 
are now retyping just one or two 
letters a day it will pay to have this 
completely different copier. 


You get copies of letters, charts, 
magazine pages, etc., for less than 
4 cents each because you use only 
one sheet of sensitized paper to get 
3 or more photo-exact copies. So fast, 
so easy—you'll blink your eyes when 
you see it done. Anyone in your office 
can turn out Verifax copies after a 
few minutes’ instruction. No change 
in your present room lighting, either. 


Just $240 

The Kodak Verifax Printer is priced 
surprisingly low. Your retyping costs, 
alone, last month may have added 
up to more. See it demonstrated in 
your office. Or, better still, arrange 
for a trial installation. You'll see why 
even the smallest office should have 
a Verifax Printer now! 


Verifax copying s 


wherever there’s paper 


-~—-MAIL COUPON TODAY-; 


Eastman Kodak Compa 
Industrial Photographic 
Rochester 4, N. Y. 


Gentlemen: Please s¢ Vy 
folder and names offi 


Price quote 
change w 
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WHO ROBBED 
THE FILE ? :41! 


Too late, now! The damage is done, and 
some urgently needed document is gone 
—— probably forever! 

A Peerless DRI-STAT photocopier is 
your best protection against file-robbing 
“thieves.” With this truly modern office 
machine, it’s easy to make those neces- 
sary extra copies of reports, charts, let- 
ters, or work sheets you may need but 
can't risk losing from your files. In just 
one minute per page, DRI-STAT will 
faithfully reproduce everything on the 
original—pencilled notations, half-tones, 
material printed in colored inks — in 
clear, sharp, black-and-white copies. 

Ask your Peerless Distributor to show 
you how DRI-STAT can end your file- 
robbing problem and reduce your cleri- 
cal work load. Call him for a demon- 
stration, or mail the coupon. 


PEERLESS 
ee 
| DR/-STAT Ss 


1 7 
O PRODUCTS, INC. | 


ew York OM-10 | 
demonstration of | 


ny work. 
ur free brochure 
AT. 


EASE tc OE OT 


People in the News 


( Continued ) 


The company also announced sev- 
eral promotions in its International 
Division: 

Kenneth ]. Shea is now vice presi 
dent of sales. Mr. Shea has been asso 
ciated with 3M since 1923, holding 
various sales positions during his ca 
reer, Last February he was made gen 
eral sales manager of the division. 


Edward R. Newcomb has been elec 
ted vice president of export sales. He 
joined the parent company in 1950 as 
a special sales representative to the rail 
road industry and had been in the In 
_ ternational 1951, his | 
most recent post being that of export 


Division since 


sales manager. 


KE. Harlan Church, tormerly assis 
tant treasurer of the parent company, 
is now treasurer of the International 
| Division. Mr. Church’s 
with 3M began in 1941. 


association 


Eugene F. Kindler has moved from 
| his assignment as chief cost accountant 
to the position of assistant treasurer. 


He has been with the company since 
| 1936, 


| R. HERMAN HAMMER was elected 
_ president and general manager of The 
| Globe Wernicke Co., Cincinnati, at a 
| special 


by 
Dmperncial 


Per 
oe. aun 


meeting of 
|the board of direc- 
tors. Mr. Hammer, 
‘who has been with 
the company for 
thirty years, succeeds 
Alfred C. Howard, 
i\who resigned in 2 
April 

The new president 
| began his association 
| with Globe-Wernicke in the produc- 
| tion department. Later he was trans- 
ferred to the accounting division, and 
| for the past twenty years he has direc- 
| ted the company’s financial affairs. He 
| moves to the presidency from the post 
| of vice president in charge of finance. 
| He continues as a member of the 
board of directors. 


R. Herman 
Hammer 


++. One of many carefully planned 
groups of handsome, modern office 
furniture . . . styled to lend beauty 
and dignity to your office . . . with 
increased overall efficiency. See 
your IMPERIAL dealer and write us 
for FREE Office Planning Guide. 


IMPERIAL DESK COMPANY 


W. F. MULHALL, JR. has been ap- 
pointed assistant sales manager at the 
home office of the Addressograph-Mul- 
tigraph Corp., according to a recent an- 
nouncement from Vice President B. L. | 


Meyers. Evansville 7, Indiana 
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times its own width. Very easy to use. 


- - - PERMA-STIK, the self-adhesive tube or strip-like label holder that is 
now open on three sides for greater utility. It will hold a card many 


FOR BINS AND SHELVES — Available in three sizes. 
PS-4%2 %" x 6” 30c per ft. 
PS-% 6%" x 6” 35¢ per ft. 
PS-1 . oe. 40c per ft. 


FOR RING BINDERS 


label clean. Neat uniform appearance —lasts indefinitely. 


SO-1'4 for 1/2” Ring Books 
$O-2 for 2” Ring Books. 


Smooth finished, durable metal construction—celluloid window protects ond keeps 


SO-1 for 1” Ring Books $0.25 each 


-30 each 
.35 each 


SLIP-ON LABEL HOLDERS 


FOR POST BINDERS 


Will not warp or curl—made to Slip-On any size post. 


“ =, 
sj J PBM—1" x 242" 
PBL—2” x 24" 


OFFICE PRODUCTS, INC. 


Lt LP , There is o Vinyl Plastic Lobel Holder for every type of open back binder. 
a / 2 . / 


= ‘DP PBS—'2" x 22” .. $0.20 each 


-25 each 
-30 each 


9920 Freeland Ave. Detroit 27, Michigan 
West Coast Distributor: Arch K. Ansty, i71 - 2nd St., San Francisco 5 


NEW MORRIS 
double 


SAFE-T-SET 


won't spill—can’t leak 


i's Puddle-Proof! 


Here’s the ultimate in writing convenience —the new 
Morris Safe-T-Set with the exclusive Morris Safety Fea- 
ture. Tip it...Tilt it... Turn it upside down. Won’t LEAK. 
Can’t SPILL. It’s PUDDLE-PROOF! Ideal for the busy exec- 
utive who desires two styles of pen points (for signatures 
AND detail work) and/or two colors of ink. Each base 


has the pen with a point in your favor—a Morris hard-tip 
point. A point to suit your individual writing style. Eye- 
pleasing design . . . in all popular colors. The finest desk 
set at ANY price. WRITING’S BELIEVING. 


8651 WEST THIRD STREET, LOS 


Montreal, Quebec 


(See your stationer or office supplier today.) PUBDLE-PROOF 
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_..this time it’s Twins! 


holds full two-ounce ink supply. The Morris Safe-T-Set BE RT M, '@) 4 7 I Ss co. 


ANGELES 48, CALIF. 


In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd. 
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The ageless art of Rome: The Temple of 
Apollo, Pompeii. (Photo courtesy Italian 
Tourist office.) 


| Rome produced the finest in art; Romans today 
appreciate quality and achievement. Do as the Romans do, 
Buy, use, Weldon Roberts Erasers, preferred for finest quality 
the world-over to “Correct Mistakes In Any Language”. 
For your own exact requirements, select from the wide range 
of all-quality Weldon Roberts Eraser sizes and styles at your 
dealer's. 


{ 930 ENSEMBLE (pink and 
Gray Rubber). A combination 
eraser that does most everything. 
Handy, bias-beveled shape. Sofft, 
pink pencil rubber joined to soft, 
gray ink eraser. For ink, pencil 
and crayon erasing. 


q 1010 HEXO CLEANER. 
Handy hexagonal shape plus 
resilient pink rubber give 
splendid working qualities for 
erasing and cleaning. Broad 
tides clean paper—even the 
thinnest—and tracing cloth, 
fabrics, painted surfaces. 
Edges and ends ‘pick out’ de- 
tails and line work. Medium 
and large sizes. 


9000 SUEDE WHISK > 
Weldon Roberts Eraser No. 900 
UEDE with brush attached). 
Makes quick, clean erasures on 
any kind of paper. immensely 
Popular because of its softer gray 
texture and slightly octagonal 
shape. 


a JET ERASER. Convenient cylindrical stick eraser in 
attractive, transparent plastic holder. Tip unscrews so eraser 
can be moved outward. Red rubber for pencil erasing, gra 
rubber for ink. Pocket clip style for general use. Brush whis 
style for typists. Refills. Tops for typing, accounting, drafting, 
professional and student use. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World's Foremost Eraser Specialists 


Correct Mistakes in Any Language 


eC Pa 


|New tax law— 


NRE Ss A eR aD 


(From page 34) 


The speaker pointed out the new tax code makes no 
changes whatever in the conditions under which pension 
plans and profit-sharing trusts are “qualified” by the Treas- 
ury, and can thus be charged off as a business expense by 
the employer. However, the new code does make changes 
in the manner in which pension and profit-sharing plans can 
be operated, and the tax classifications for benefits paid 
under the plans. The main changes he listed are: 


Capital gains treatment of lump-sum distributions from 
pension and profit-sharing trusts because of separation from 
service is extended (a) to distributions from qualified in- 
sured plans, and (b) to distributions occurring on the death 
of an employee after separation from service. 

If one member of a group of corporations with a common 
profit-sharing plan has a loss year, the other members of the 
group can make a contribution on its behalf. 

The 60-day period after the close of the tax year during 
which contributions may be made to an employee plan is 
extended to the date for filing the company’s tax return, 
including any extensions that may be obtained. 

Companies that have contributed to certain pre-1954 wel- 
fare plans with pension features will in future be allowed to 
deduct those pension contributions as a business expense. 

If a trust engages in a prohibited transaction after March 
1, 1954—such as making a loan to the employer-creator 
without adequate security—it will lose its exempt status. 

Employee trusts become subject to the tax on unrelated 
business income, but special provisions apply to business 
leases. 

The morning session on the second day of the conference 
opened with a review of the effect the new law would have 
on “Corporate Reorganization and Recapitalization,” by 
John F. Costelloe, Tax Director, Radio Corporation of 
America, 

The second speaker, Alan L. Gornick, Tax Counsel and 
Director, Office of Tax Affairs, Ford Motor Company, said 
that progressive companies, in this era of big taxes, are creat- 
ing “tax groups” as a part of top management. The func- 
tions of such tax groups, he said, fall into four general cate- 
gories: 


1—Advise all levels of management as to: 
The tax effects of prospective action. 
Possible tax economies which may be effected by 
changes in present setup or procedure, or otherwise. 
The effect on the company of the constant changes in 
tax law resulting from new administrative rulings, 
court decisions, and legislation, including the effect 
of proposed legislation. 
2—Prepare, or pass upon before filing, all returns and 
other forms of information submitted to any taxing 
authority, and pass upon all tax payments. 
3—Handle for the company all audits or reviews of tax 
returns and all controversies with the taxir 
ties. 


1g authori- 

4—Maintain complete and accurate records of all tax 
action by or affecting the company since its incep- 
tion, including all adjustments between tax and 
book figures. 
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The final speaker at the morning session, Norman A. 
Sugarman, Assistant Commissioner, Internal Revenue Serv- 
ice, reviewed the steps the service is taking to eliminate areas 
of difficulty and controversy between department and tax- 
payer. ‘ 

The final speaker of the meeting, J. Henry Lanman, New 
York tax attorney, synopsized the most critical revisions ot 
the new law at the afternoon session. He praised many of 
the provisions of the new law, particularly the institution of 
the “pay-as-you-go” system of taxation for corporations with 
tax liabilities in excess of $100,000, and the relief afforded 
special categories among individual taxpayers. 

The speaker took issue with the “declining balance” and 
other rapid methods of taking depreciation on new plant 
and equipment, however, saying that these provisions would 
not have a beneficial effect on the nation’s economy. He also 
criticized the eight-year span for absorbing operating losses, 
pointing out that relatively few enterprises can survive a 
deficit which cannot be absorbed in two or three profitable 
years, 

“Let us revive our incentive to make profits,” the speaker 
concluded. “They will create more employment for work- 
ers. The whole populace will thus yield more tax revenue. 
The new tax law will not do so. Let us offer all taxpayers, 
whether they be individuals, partnerships, or corporations 
in all types of business, whether or not they require plant 
and equipment, a progressive tax rate cut on their current 
earnings and profits, exclusive of capital gains, in excess of 
their own moving averages of earnings and profits for the 
last four years.” 


Performance standards— 
(From page 16) 


checked, the typing operation will produce a document or 
form typed, the filing operation will result in a paper or 
card filed. 

A review of the end products reported by employees and 
supervisors will provide the basis for selecting and defining 
the measurable work units. When this phase of the pro- 
gram has been completed, a list of work units will be pre 
pared for each supervisor, who will in turn provide each 
employee with a list of work units pertaining to his par- 
ticular job. 

After the work units have been established, defined and 
published, the reporting phase of the program will be 
installed. This involves the daily reporting by each em- 
ployee of the total number of work units completed, the 
time required for completion and the average time required 
per work unit. The report form will aiso show the quan- 
tity of work units received and the backlog, to reflect the 
ratios between work load and accomplishment. At the end 
of each day, the supervisor will compile these reports and 
prepare a consolidated report for his division, section or 
unit. These daily reports will provide the basic data for 
determining the time standards for each work unit. 

The initial period for the accumulaticn of data prior to 
the establishment of performance standards may range from 
one to three months, depending on the size of the organiza- 
tion, the volume and type of work, as well as the frequency 
distribution of the figures reported. Subsequent to the 
establishment and promulgation of the initial list of work 
units and performance standards, a periodic review (usually 


(To page 84) 
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as siness SERN a2 
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You can cut ed office costs, by increasing your office 


efficiency. Properly seated office workers are more 
efficient—and therefore, less costly. 


FINE-REST Aluminum chairs will increase produc- 
tivity, and reduce absenteeism, fatigue, and errors. 
FINE-REST chairs provide a service that pays for 
itself. Why not let your dealer demonstrate the 
FINE-REST cost-saving features? 


Write for the name of your nearest FINE-REST dealer. 


“America’s Standard of Business Seating" 


ALUMINUM SEATING 


17 S$. CHERRY STREET °« 
Dishibuler 


AKRON B,OHIO 


AETNA SAFE CO., 4-50 W J9m S$! nw Of, 
METROPOLITAN N. Y. & EXPORT DISTRIBUTOR 
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PAPER FASTENERS 


ACCO FASTENER 


To Bind Papers Together 
To Keep Perfect Order 
To Prevent Loss 


Make Acco Fasteners the basis of your filing sys- 
tem. They keep papers bound together—loose leaf 
style preventing loss, mis-filing, wasted time. Use 
them alone, in Accobind Folders, or in Accopress 
Binders. Sizes for all standard loose leaf centers. 
Ask your stationer. 


ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 
Aevo Canadian Co., 


in Canada: Led., 


Toronto 


Activate Control om 
with | Cellugraf « — 


for VISIBLE RECORDS — 


egies ee Se 
ee 4 PROJECTING 
Nu -Vise SIGNALS 


for VERTICAL RECORDS 


Depend on Graffco products 
to call for the right action at 
the right time ... every time. Facts 
come to life, stand out, flag atten- 
tion. A variety of colors and shapes 
to control any classification. Ask 
yeur dealer about them, 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


and MAPTACKS 


Keep BUSINESS Under Control 


(Continued ) 
at three-month intervals) should be made to determine its 
validity and adequacy. 


The pattern developed at the end of 
the first year of the program's operation will usually indi 


cate the major variation, such as seasonal peaks and valleys, 
which 
ments. 


must be considered in effecting necessary adjust- 


The performance standards so deveioped will be the aver 


age of production rates reported during the period covered. 
The tor each work unit 
should be the figure representing the midpoint between 
average production and maximuin production, 


performance standard selected 


which is 

generally considered the point of normal accomplishment. 
After the reporting system has been fully effectuated, the 

supervisor should prepare, at the end of each month, 


effectiveness report based on a comparison of standard with ° 
actual performance. This report will provide one of the 
most effective tools of administration. 

Ilustrated in this artcle (Pages 15-16) is a kit of forms s 


the work 
Included in this kit are: 

Form WM 1—Work Description: 
ventional task list. Because the word 
the clerical employee, 


designed for measurement program described. 


a revision of the 
“task” usuaily disturbs 
title The 
form includes a column for recording end products. 


con- 


a new form is used. new 


Space 
is also provided for suggestions which the employee may 
offer more readily while reviewing his job. 
WMla—Daily Work Description: used in 
compiling on a daily basis, for at least a week, the data 
required for preparation of the Work Description. 

Form WM 2—Activity List: similar to the conventional 
form, except for the inclusion of a column for end products. 

(To page 87) 


» get that Job done! 


Form to be 


a. os aaa ‘ile 
STENOGRAPHERS 3 

wees °C. 
OFFICE HELP 
CALCULATING 
TELEPHONE ANSWERING 
DIRECT MAIL” 

MARKET SURVEYS 


manpower, inc.,® and its 
affiliates operate in: 


Akron @ Allentown @ Atlanta 
®@ Baltimore @ Boston @ Buffalo 
@ Chicago @ Cincinnati © 
Cleveland @ Columbus @ 
Denver @ Detroit @ Des 
Moines @ Indianapolis @ 
Konsas City © Miami ®@ Mil- 
woukee @ Minneapolis @ 
Newark © New Haven @ 
New York © Niagara Falls 
@ Omcha ® Philadelphic @ 
Pittsburgh © Portland (Ore.) 
@ Providence @ Rochester 
(NY) ©@ St. Lovis © San 
Francisco @ Seattle @ Syra 
cuse @ Tacoma © Tampa 
@ Toledo e Oakland, Colif., 
Son Diego, Calif. 


USE OUR EMPLOYEES IN YOUR OFFICE OR OURS 
.. FOR 4 HOURS... ADAY... A WEEK OR 
LONGER. OUR EMPLOYEES ARE TESTED, BONDED 
AND FULLY INSURED. 


manpower, inc. 


Nation's 
Largest 

‘Complete 
Business| 

a Service 


For information on serv- 
ices and franchises write 
Dept. OMI, Manpower 
inc., Milwavkee 3, Wis. 
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WHAT’S YOUR 
WASTE BASKET 
MORTALITY ? 


Replacing waste baskets often 
can become expensive. If, after several 
years of hard service, the receptacles you 
buy begin to look more like waste than 


Clockwork! waste baskets, it will pay to consider . . . 


VUL-COr 


Vul-Cots reduce waste basket costs be- 


V ® cause they are a life-time product. Your 
first Vul-Cot cost is your last because 
famous Vul-Cots are practically inde- 

structible. 


These qualities will make Vul-Cots pay 
off for you... 


Marking Crayon thts cttterd VeteaniasdPton. 


@ Exclusive double rolled top 


eampeneneer No5 STAON AL ° 


a? 


Pe 


There's an efficient, foolproof STAONAL crayon for every purpose won't break, loosen, or fray, 
=shipping, receiving, pricing, assembling, warehousing, inven- and it remains smooth and 
% Vv torying. Or if you need a special kind, tell us your problem—we're round for the life of the basket. 
used to solving every kind! BBonded side seam adds 
strength, provides a more at- ty 
STAONAL morking and checking crayons are gritless, waterproof, tractive appearance. q 
' ( permanent, or semi-permanent, as required. @ Color is an integral part of the 
fibre . . . it can't chip, or wear 
re STAONAL No. 1 off. VUL-COTS will not mar or 
For marking ching, tim, O06 .ccccsccccscsassers STAONALI CT stain furniture or clothing. 
For general marking ard shipping ............ STAONAL No. 2 @ VUL-COTS are guaranteed not 
For marking glass and cellophone.............. STAGANAL No. 4 { to crack, splinter, dent, rust or 


For marking leather, fabrics .......... a eae STAONAL No. 5 | corrode. 

Par RIA TOOT ia oc ci ccecdeneavaseveses STAONAL No. 11 | , 
-CO I 

For marking wet or dry lumber... 6... cee eeees STAONAL No. 29 | May we send you the VUI T catalog price 


sheet? Write direct to Dept,s-10. Sold by sta- 
tioners and school supply houses everywhere. 


SEND FOR FREE 


itustrated marking | BINNEY & SMITH INC. NATIONAL 


Crayon price sheet 380 Madison Avenue, New York 17, N. Y. WULCANIZED FIBRE Co. 
te Dept. TOM-18 


WILMINGTON 99, 


DELAWARE 
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NO USE 
LOOKING 
OSCAR .... YOu 
CAN'T SEE My 
PAYCHECK 
ROUGH THIS 


PAYCHECK “OUTLOOK” ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check: Nothing shows but the 
employee’s name. This improves personnel relations. 


T H E N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


ARiTE TODAY! 


—\F 


Write for samples and prices. 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Quite Ofer 


“T. M. Reg. 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 

You will appreciate the speed and accuracy with 
which your records are filed and —_ instantly 
avail) ble for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
ulling of ordinary folders is eliminated. Guide-O- 
olders just glide back and forth on their steel 
frames with finger tip ease. 


Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


| 
| 


| 
| 


CLASSIFIED ADVERTISING 


Rates are 15c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy Used Equipment 


FOR SALE following Remington Rand items: 3 Tub Files; 1 Filing 
Cabinet 22 Drawers; 1 Rotary Index Complete with Guide Cards and Tabs; 
1 Uareco Tabuliner for Tabulator. Almost new. Hartford Textiles, 444 
4th Ave., New York, N. Y 


VISIBLE FILING EQUIPMENT, Kardex, Acme, Postindex, ete. All 
equipment thoroughly rebuilt and guaranteed, Commercial Card System 
Co., 135 Grand St., New York 13, N. Y. 


FOR SALE ADDRESSOGRAPH Model 2000 with feed expirator and 
lister _Equipment two years old, reasonably priced. Contact Box 6, 
one Street Station, New York 5, New York. Attention Purchasing 
epartment. 


DITTO GELATIN PROCESS S.20 Electric 1491. Priced to sell. 1951 
model—excellent condition. 2 Metal gelatin roll conditioning cabinets 
on casters. Operator’s chair; other accessories. Bargain, Write U. O. 
Colson Company, Paris, Illinois. 


CALCULATORS AND ADDING MACHINES Wanted, all makes. 
State make, model, serial number and adding capacity. International 
Office Appliances Inc., 326 Broadway, New York 7, N. Y. 


ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, Mimeograph- 
ers, Postal Meters, Folding Machines, Calculators, Adding Machines, etc. 
Wanted. We pay top prices. Write immediately Northway Distributors, 
2621 ist Ave., Seattle, Wash. 


Positions Wanted 
ARCHITECT-DESIGNER, specialized in commercial interiors, experienced 
in office layouts, wishes connection or partnership with manufacturer or 
distributor, will invest. O.M. 163 


MOUNT HOLYOKE early June graduate seeks office position in Boston 
or New York. Has majored in English Composition and has had experi- 
ence in writing for school publications. Would appreciate position where 
this special qualifications may be of service in the production of reports, 
house bulletins and publications and similar work. O. M. 165. 


EDITORIAL-PROMOTION MAN AVAILABLE-—skilled in all forms 
of publication production; editing and preparation of reports, brochures, 
statements; house organ editing and production Would relocate. 
O.M. 166 

SYSTEMS ANALYST 20 YEARS successful Cost Reduction in Sys- 
tems, Procedures, Work Simplification and Wage Incentives. Average 
earnings $8,000. B.A. and M.A. degrees. O.M. 167 


MALE SECRETARY—Typist, single, young, experienced, unafraid of 
productivity and details, seeks position in Chicago. Available in October 
November. O.M. 168 


Business Opportunities 


PROFITABLE FRANCHISES AVAILABLE—Own your own business. 
Operate a temporary help service with our help. We operate coast to 
coast—29 offices. Modest funds required for operating capital. Franchises 
available in cities under 300,000 population. Be a part of nation’s 
largest temporary help service. Step into profitable business of your 
own by writing Miss Lewis at 330 W. Kilbourn Ave., Milwaukee 3, Wis. 


FOR SALE—Excellent for professional, medical or insurance company. 
Modern one-story, ten room office building, 170 foot frontage on Colorado 
Boulevard, fifteen minutes from downtown Los Angeles. Architecturally 
designed, excellent mahogany woodwork and built-ins. Inter-office com- 
munication and music system, forced air heating, insulated. Kitchen, 
lounge, rest rooms, shower, paved parking lot. Brokers invited. O.M. 164. 
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Performance standards— 
(From page 84) 


Form WM 3—Work Distribution Charts designed for 
showing distribution of work by volume, as well as by time. | 


Form WM 4—Employee’s Daily Performance Report: 
to be prepared by each employee in reporting work com 
pleted, time required, average time per work unit, back- 
log, 

Form WM S—Supervisor’s Daily Performance Report: 
for consolidating data reported by employees. 

Form WM 6—List of Work Units and Performance 


Standards: tor recording and promulgating work units and 


etc. 


corresponding performance standards. 

Form WM 7—Effectiveness Report: for reporting results 
attained and comparing actual with standard performance, 

Forms WM 1], la, 2 and 3 may also be used tor organiza 
tion and procedure surveys. 

The most important objective of the work measurement 
plan described is to introduce and effect the use of this 
essential tool of management and administration, Many 
refinements and extensions can be made after the program 
has been “sold” to top management and personnel. 

Of the many benefits to be derived from a work measure 
ment program, the most significant will be the enhancement 
of morale which will result from participation by employees 
in a democratic and cooperative effort which will set goals 
for their attainment and permit them to see for themselves 
how much they have accomplished. 


° 
Methods improvement— 
(From page 23) 
firm foundation, a procedure requires basic, common sense 
ideas, 

Dr. Lillian Gilbreth once said, “The results of an estab 
lished procedure can only be judged in proportion to the 
intelligent handling by personnel.” ‘To insure this concept 
we developed a sustained cooperation among worker, super 
vision and Methods Men. This continued “group thinking” 
helps to pollinate and preserve the original procedure. 


Correspondence— 
(From page 17) 


can be called a selling point, even though the letter is not a | 


sales letter in the ordinary sense. It is the reason you are 
writing the letter and the main point you need to get 
clearly into the reader’s mind. Without such a central 
“selling” point, a letter will be weak and ineffectual. 

Then, there are some things that almost go without 
saying: 

Be clear—not vague, 

Be concise—not wordy. 

Be complete—omit nothing really pertinent. 

Be modern—forget obsolete phrases such as “We beg to 
acknowledge receipt,” etc. 

But perhaps, after all, technique is less important than 
the writer’s attitude. If you are quite sure that your posi 
tion is a fair one, that what your letter is trying to accom 
plish will be as beneficial to the recipient as it will to you; 
and if your letter talks as easily and clearly to him as you 
would if face to face; and if the letter breathes throughout 
a spirit of genuine good will, you can’t go very far wrong. 
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Precision 
Pencil Sharpeners 
speedily sharpens: 
Fat pencils, slim pen- 
cils, soft leads, hard 
leads. Repoints cray- 
ons and chalks. 


Available at all leading 
Office Supply & Station- 
ery Stores. 


Exclusive Distributor 


Fred Baumgarten 
675 Cooledge Ave. 
Atlanta 6, Georgia 


* 
ony Colorbrite COLORED PENCILS 


GIVE YOU INTENSE COLOR 
AT FEATHER TOUCH! 


.-» DON’T SETTLE FOR LESS! 


EBERTARD FABER 


NEWYORK © TORONTO 


rf 


yf 


vA 


Since 1849 


TRADEMARKS REG US. PAT OFF, 


=i FOR ALL TRAVELERS 
= 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 


TOP MANAGEMENT SEMINARS 
Limited attendance Unlimited Subject-Coverage 
9A. M. to 5 P.M. Five-day Sessions 


Electronic Computers—Applications and Limitations 
@ Office Mechanization Standards 

@ Job Evaluation and Performance Rating 

@ Supervision and the Supervisor 

@ Operations Research—Tools, Techniques 

@ Other Subjects 


Seminars held every month except December and January. 


Write: Hugh A. Warner 
Formerly technical director, 
National Office Management Association 
Box 19, Route 4, Elkridge 27, Md. 
Phone: Elkridge Maryland 715J 
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SMOOTH-SLIDING Bassick 
rubber-cushion glides can’t 
harm the finest floor. Broad, 
flat base of highly polished 
steel glides smoothly over 
any surface. Live-rubber 
cushion absorbs jars and 
shocks. 


Make sure every heavy 


6-93-14" 


06-92-14," 


©6-91-1%," 
€6-90-%” 


table, chair and sofa in your office wears a set of these 
famous glides. Nail drives easily into wooden legs; special 
adapters fit glide to metal tubing legs. 


Nomar cups and shoes 


Heavy furniture rests in peace on 
these heavy-duty Bassick Nomar 
cups and shoes. Square rubber 
shoes or round and square com- 
position cups. 


Do yourself a favor by 


“Diamond-Arrow” Casters 


Chairs, portable tables and stands 
roll at a touch when fixed up 
with easy-swivelling “Diamond- 
Arrow” casters. Double row of 
ball bearings. 


handling Bassick, world’s 


largest line of floor protection devices. Your cus- 
tomers will like the way they hush office noise, 


make furniture moving 
COMPANY, Bridgeport 
Belleville, Ont. 


Ps 


Pas] Bassick 


easy. THE BASSICK 
2, Conn. In Canada: 


A DIVISION OF 


s, MAKING MORE KINDS OF CASTERS... MAKING CASTERS DO MORE 


75 YEARS OF CASTER LEADERSHIP 


ADVERTISER'S INDEX 


A 
Acco Products, Inc B84 
Agency—La Porte & Austin, Inc. 
Ace Fastener Corp 79 
Agency —The Vanden Co., Inc. 
All-Steel Equipment Inc 
igency—-E. R. Hollingsworth & 
A SSoc 
| Aluminum Seating Corp 
American Lithofold Corp 78 
i gency —Burlingame-Grossman Adv. 
American Telephone & Tele- 
graph Co 7 
Agency—N. W. Ayer & Son, Inc. 
Arnot-Jamestown Div. Aetna 
Steel Products 
igency—-Alfred J. Silberstein, Bert 
Goldsmith, Inc 
Art Metal Construction Co 
A gency—Comstock & Co. 


41 


83 


Baltimore Salesbook Co., The 6 
igency—Vansant, Dugdale & Co., 
Inc. 
Bankers Box Co - 
Agency —Frank Jacobi Adv. 
Bassick Co., The : 
Agency--James Thomas Chirurg Co., 
Ine 
Baumgarten, Fred 
Beach Publishing Co 
Binney & Smith Co 
Agency-~Atherton & Currier, Inc. 


53 


c 

Calculagraph Co 8 
Agency —George Homer Martin Assoc. 

Challenge Machinery Co 
Agency—Simmonds & Simmonds, 

Inc 

Corry-Jamestown Mfg. Corp 

Agency —Walker & Downing 


67 


D 
Dick Co., A. B 27 
Agency—Fuller & Smith & Ross, Inc. 
Du ary de Nemours & Co., Inc., 


> 39 
Agency Batten, Barton, Durstine & 
Osborn, Inc. 


E 
Eastern Corp 
Agency—-Sutherland-Abbott, 
Eastman Kodak Co : 
Agency—J. Walter Thompson Co. 
Edison, Inc., Thomas A : 
{gency —Green- Brodie 
Elliott Addressing Machine Co. 
Agency-—-H. B. Humphrey, Alley & 
Richards, Inc 
| Esterbrook Pen Co., The 
Agency The Aitkin-K ynett Co. 


Adv, 
i 


F 
Faber Pencil Co., Eberhard 


Agency — Hicks & Greist, Inc 


G 
General Binding Corp 72 
A ne y Robertson, Buckley & Gotsch, 
| ne 
General Fireproofing Co., The . 31 
| Agency The Griswold-Eshleman Co. 
Globe Wernicke Co., The 62 
| Agency -—Kamman 1-Mahan Co 
Goodyear Printing & Stationery 
o 
{gency -George Feldman Adv. Agency 
Graff Co., George B 
Agency —Eddy-Rucker-Nickels Co., 


The 
Gray Mfg. Co., The : 
| igency— French & Preston, Inc. 
| Guide System & Supply Co 


H 
| Haloid Co., The 


Agency Hutchins Advertising Co., 


Inc. 
Hammermill Paper Co 63 
Agency Batten, Barton, Durstine & 
Osborn, Inc 
Heyer Corp., The 
Agency--Frank C. Jacobi Adv. 


78 


Imperial Desk Co 
Agency— Keller-Crescent Co, 


J 


Jasper Desk Co., The....... 
Agency—Walter C. Hellman Adv. 


35 
K 


Knoll Associates, Inc 
Agency—The Zlowe Co. 


2nd Cover 


L 
Leopold Co 
Agency—N. 
Agency 
Linen Supply Assoc. of America 
& National Cotton Council 
Agency——-George H. Hartman Co. 


: . 71 
A. Winter Advertising 


Macey-Fowler, Inc 4 
Agency-—-Givaudan Advertising, Inc. 
anagement Control Charts 

° : 
Agency—Scantlin & Co. 

Manpower, Inc . 

Marchant Calculators, Inc 
Agency ——Doremus & Co 

Morris Co., Bert M., The 


Agency—Hixson & Jorgensen, Inc. 


53 
84 
68 


N 

National Vulcanized Fibre Co 

Agency—-Harris D. McKinney 
Neenah Paper Co 

Agency — Burnet-Kuhn 


Advertising 


Co. 
Nekoosa-Edwards Paper Co. 
3rd Cover 


Agency —Cramer-Krasselt Co., The 


) 


Office Management 
42, 45, 46, 47, 48 
Office Products, Inc ‘ 81 
Old Town Corp ‘ A 77 
Agency —E-hrlich & Neuwirth, Inc. 
Ctis Steel Products, Inc . 
Agency—-Lippman Adv. Associates, 
Inc 
Outlook Envelope Co caenkaai 
Agency—Arthur C. Barnett, Adv. 
Ozalid Div. of General Aniline 
& Film Corp. .... 6 be 
Agency—L. E. McGivena & Co., Ine. 


P 


Parsons Paper Co > 
Agency Wilson. Haight, Wdch & 
Grover, Inc 
Peerless Photo Products, Inc... 80 
Agency——John Mather Lupton Co. 
Pitney-Bowes, Inc ’ 
Agency—L. E. McGivena & Co., Inc. 
Plymouth Rubber Co., Inc . 70 
Agency—Hirshon-Garfield, Inc. 
a ~~ 
he 
Remington Rand, Inc Se 
Agency—Leeford Adv. Agency, Inc. 
Reynolds & Reynolds Co., The 69 
Agency——Weber, Geiger & Kalat, Inc. 
Roberts Rubber Co., Weldon 82 
Agency—La Porte & Austin, Inc. 


Ss 
Scribe Cor 


, . 33 
Agency—-Henri, Hurst & McDonald, 
Inc. 
Scriptomatic, Inc... ; . 4 
Agency—Roland G. E.. Ullman Organ- 
ization, Inc. 
Smead Mfg. Co., Inc., The. ..11, 12 
Stewart & Co., Inc., R. A es 
Agency——Harry Belfor Agency 
Sturgis Posture Chair Co 
Agency—-Blaco Adv. Agency 


37 


U 


Underwood Corp 4th Cover 
Agency— Marschalk & Pratt Co. 


v 


Victor Safe & Equipment Co., 
ne., e ° eee es 
Agency—Leeford Adv. Agency, Inc. 


w 


Warner, HughA......... . 87 
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Want to try something 


Really New! Personal 
Touch through TTT*... 


Really New! Diamond 
Set Margins... 


Really New! Color 
Control Keyboard... 


Really New! Instant 
Marginand TabSetting... 


Really New! A wide 
choice of type styles... 


Really New! Improved Front 
Scale for Direct Reading... 


Really New! Beautiful 
Color Combination. . . 


* TRIPLE T H TUNING 


You can SEE...and TRY... the 


New Underwood 160”. orn ree 


Here it is... Underwood's big step ahead in 
typewriter design...the New 150 that delights 
every secretary who tries it. 

You'l) find this Underwood the smoothest- 
ruaning typewriter you've ever used...with a 
new touch that is individually and personally 
yours. 


Every new feature is designed to please you 
and your boss...to make your job easier, and 
his letters better. The New Underwood 150 has 
everything you’ve been looking for in typing 
comfort and efficiency. 

Ask your local Underwood Representative 
(he’s listed in the Classified Directory) to send 


a New 150 to you to try. No obligation what- 
ever. "Phone him now. 


Underwood Corporation 
Typewriters... Adding’ Machines... 
Accounting Machines... Carbon Paper... Ribbons 
Punched Card Equipment ... Electronic Computers 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Everywhere 


_, Underwood 
. . « Typewriter Leader of the World 
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